Administrative Assistant Job Description:
Part-time: 20-30 hours per-week

Administrative and Editing Support for:
    -Senior Pastor
    -Youth Director
    -Children Ministry Director
    -Elders
    -Congregational meetings
    -Baptisms

    -Child Dedications
    -New Member installation
    -Adult Education

    

Administrate and Scheduling:
    -Church Buildings
        -room usage
        -repairs (coordinate and facilitate)
        -maintenance (liaison with Deacon)
        -cleaning (liaison with cleaning company and organizing any special cleanings)
        -grounds (coordinate volunteers)
    -Café (recruitment, scheduling and oversight)
    -Communion usher scheduling

    -Van
        -Usage
        -Scheduled Maintenance

     -Office coverage – Monday-Friday, 9:00-4:30
        -Phone coverage
        -Mailings (editing and support)

        -Communication

Including but not limited to:

     Website oversight, updates, etc.

      Bulletin – creating and producing, including inserts (guest cards, sermon notes, etc.)

      Scrolling announcements – creating and producing

      Easy Worship for every service:  songs (English and bilingual), scriptures (English & 


bilingual). 

      Volunteer reminder postcards – sent out weekly for Café volunteers, Youth snack 
            and Preschool Sunday School.
       -Editing all communication (website, letters, postcards, posters etc.)
       -Maintain church calendar

       -Database        



