JOB DESCRIPTION 

FOR

CHURCH ADMINISTRATIVE ASSISTANT 

The Church Administrative Assistant is responsible for the administrative duties of the church. Unless otherwise indicated, in writing, at the time of employment, the part-time position will require a minimum of twenty (20) hours per week.

DAILY ACTIVITIES:

1.
Take incoming calls; act as receptionist to pastor; receive visitors. Monitor daily voicemail activity.  Must be present in church office 4 hours per day for 5 days a week or such other schedule as agreed to with the Pastor.
2.       Pick up mail from the post office; distribute as necessary.

3.       Purchase postage, as needed.

4.       Receive and distribute packages. Notify recipient, if necessary.

WEEKLY ACTIVITIES:

1. Verify invoices; enter member contribution data into computer. 
2. Prepare Bulletins/Inserts
a. Collect information, type up weekly bulletin, make copies of bulletin and inserts inhouse, insert any bulletins for the week including inserts for special occasions.  
b. Put one copy with inserts in the binder for permanent keeping.

c. Place bulletins: N. Main Street Door (C), N. Pine Street Doors (I & J), Foyer to Sanctuary, Choir room, Steeple Foyer (B) and large FH (G). (Current distribution numbers)

3. Maintain church  calendar.  
4. Operate and maintain copy, duplicating, fax, answering, adding machines, printers.  Give instructions, as needed.

5. Maintain church mailing lists.  Prepare mailing labels, as needed.

6. Prepare correspondence for pastor, members, teams, etc., as needed.

11.       Advise staff and deacons of hospitalized or sick members.
12. Request and forward church letters; add to Quarterly Church Business Meeting minutes for quarterly business meeting.

13.       File correspondence, paid invoices, monthly & quarterly reports, and other assigned materials.

14.       Take minutes of any business conducted in Worship Service, post in notebook for Corporation.

15.       Order or purchase office and computer supplies.

16. Assist church team leadership as needed
QUARTERLY ACTIVITIES:

1. Order Sunday Lifegroup literature after getting numbers from teachers and life group director.
2. Take minutes for Quarterly Church Business meetings; post in notebook.

3. Prepare and mail quarterly contributions to the Raleigh Baptist Association and Baptist State Convention.

ANNUALLY

1. Prepare Annual Church Profile; place order for contribution envelopes; distribute envelope boxes in classrooms.

2. Prepare budget for office.  
3. Order WMU and GA magazines.

4. Prepare new deacon manuals

EVERY TWO YEARS – 
1. Add to calendar and remind B&G to schedule inspection for Boiler Pressure Valve with the NC Department of Labor. 
2. Pay for inspection.  Remind B&G to replace the old certificate in the boiler room upon receipt of updated certificate. 

MISCELLANEOUS DUTIES (ONGOING ACTIVITIES):

1. Maintain church membership files in computer.  

2. Send new member packets to new members through their deacons (assigned by secretary/Deacon Chair).  New Member Packet includes: Letter from Pastor, Copy of latest Budget, Copy of Church By-Laws, WMU Yearbook (If a Lady), Church Directory, and any other appropriate information available. Give deacon pertinent information on new member(s).

3. Give out wedding policy guides to member and non-member couples desiring to be married in church; assist as needed in any preparations; arrange for couple to talk to pastor, wedding director, custodian, etc., as needed; receive and disburse payments.

4. Provide updated computer membership directories, as needed.

5. When there is a Baptism service, send correspondence, prepare certificates, etc.  For a Parent/Child Dedication service, send correspondance, obtain New Testaments, prepare certificates, order carnations, etc. For Deacon Ordination service, prepare certificates.
6. Run background checks for those volunteering for the Children’s and Youth Ministries.

