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    JOB DESCRIPTION

JOB TITLE:

Church Administrative Assistant/Receptionist


DEPARTMENT:
Church Administration

REPORTS TO:
Church Administrator

           
         REV:  01/04/24


JOB SUMMARY:
Serve the church by providing secretarial and administrative services for the pastors, program staff, and congregation.

ESSENTIAL FUNCTIONS:  


· Be the initial contact for those seeking assistance from the Pastors 

· Provide initial Pastoral care to those seeking assistance from Grace

· Assist in coordination of all funeral activities at Grace

· Assist in preparing all mailings (and other print requests) including publishing, reproduction, preparation, and distribution

· Manage the mail system including sorting and distributing incoming mail, and coordinating outgoing mail

· Maintain inventory of office supplies including purchasing and storage management

· Manage incoming telephone calls including answering and routing phone messages

· Maintain church records, weekly attendance and Web database-Realm
· Collect and send out weekly Grace Prayers

· Assist in coordination of Grace Weddings with pastors and wedding coordinators. 

· Maintain the church calendar/room assignments
· Assist with overall communications to the church and outside organizations

· Follow up on weekly connection process

· Assist with new member class preparation and follow up

· Provide general secretarial support to program staff and pastors

· Perform other functions and tasks as assigned by the Church Administrator

QUALIFICATIONS / JOB SPECIFICATIONS:


· Committed to Jesus Christ, having a personal lifestyle that is evidence of this faith

· Ability to greet office visitors and incoming calls in a professional and welcoming fashion

· Ability to word process and create documents using modern computer network system and publishing equipment (Microsoft Word, Excel, PowerPoint, Outlook, Publisher, Web-based database-REALM)
· Minimum five years office administration/receptionist experience

· Ability to work with other members of staff promoting a positive work environment
WORKING CONDITIONS:  


· General office working environment (computers, phones, etc.)

· Long periods of sitting and computer use

COMMENTS:  


· Support other areas of ministry as required


