Position Descriptions:  Administrative Assistant
Evangelical United Church of Christ

Webster Groves, Missouri

October 2011
Primary Purpose:
Provides administrative support to the Pastor by coordinating all administrative details allowing the Pastor to concentrate on leading, teaching and caring for the congregation;  fosters a supportive and caring environment through communications and coordination with the Pastor, lay leaders, church staff, and the congregation, performs tasks and responsibilities essential to the administrative operations of the church, maintains primary responsibility for the database and filing systems of the community.
Reporting and Working Relationships:

· Reports to Pastor and collaborates with lay leaders and church staff to ensure the continued success of our ministry.

Scope:

· Coordinates and provides assistance for church programs, finances, activities, reports, and communications for a congregation of 400-450 members.

· Ensures office is open and operating from 9 a.m. to 1:00 p.m., Monday through Friday.    
· This 25 hour (salaried) position has 20 scheduled office hours and an additional 5 flex hours each week to be scheduled for special projects, purchasing, etc. 
· Responds to last-minute requests on a regular basis.

Tasks and Responsibilities:
Directory and Database (4 hours)

	Weekly:  
	Maintains membership database via Church Windows by inputting information on new members, friends, potential members and keeping member information up-to date. 

	Weekly:  
	Makes updates to connected programs (Constant Contact, Instant Church Directory)

	Monthly:  
	Prints copies (paper and electronic) of updated directory


Calendar and Facilities (7 hours)

	Daily: 
	Keeps up to date calendar and communicate events to communications coordinator.

	Daily:  
	Coordinates the building schedule and use (inclusive of church calendar and keys).

	As Needed:  
	Acts as liaison between staff, outside groups, and congregational members.

	As Needed:  
	Communicates building needs to Facilities Team and/or cleaning service.

	As Needed:
	Coordinates staff (volunteer and paid) for building supervision.  (Sunday Morning, Weddings and Funerals)

	As Needed:
	Coordinates with volunteers and staff to ensure building is hospitable and ready:  kitchen tidy, candles prepared, paraments and banners hung, etc.


Administration and Program (14)

	Daily:  
	Primary receptionist receiving and directing phone calls, emails, and daily mail.

	Daily:  
	Serves as an active staff member of EUCC, participates in staff meetings, and accepts responsibilities as assigned.

	Weekly:  
	Purchases (or coordinates purchase of) supplies for all programs as requested (paper products, office supplies, cleaning supplies, worship supplies, etc).

	Weekly:  
	Process check requests for Bookkeeper, file receipts, mail checks.

	Monthly:  
	Ensures Governing Body and congregational meeting minutes are filed (online) and available to community.

	Quarterly:  
	Maintains Shared Space file with updated contact information and signed covenants.

	Quarterly:  
	Ensures safe church policies and procedures are followed. Keeps ‘safe person’ forms up-to-date and ensures teachers sign each year.

	As Needed:  
	Prints in house publications (invitations, directory, welcome table brochures, letterhead, postcard reminders, sign-up sheets).

	As Needed:
	Prepares congregational mailings inclusive of fall program, annual report, stewardship mailing, and quarterly giving statements.

	As Needed:  
	Provides practical support (position descriptions, building information, etc) for new leaders.

	As Needed:  
	Supports community with the recruitment, empowerment, and coordination of volunteers for tasks.

	As Needed:  
	Manages the official documents and records for the community.

	As Needed:  
	Performs additional, ad hoc responsibilities as requested.


Knowledge, Skills and Abilities:

· Knowledge of how a church operates through experience serving as a member of a committee, council, and/or staff.

· Experience as an office administrator in order to multi-task all of the administrative details in an office environment.

· Proficient working on Microsoft Word and Publisher.
· Proficient working with a database program (ie: Access); the program we currently use is Church Windows.
· Working knowledge of html, Facebook, and other online applications.

· Strong oral and written communication (including strong proof-reading and editing) skills are essential.

· Ability to be adaptable and flexible, to be resilient and tolerate stress, to remain patient.

· Ability to learn and analyze.

· Ability to make decisions and use good judgment.

· Ability to manage many details simultaneously.
