EXECUTIVE ADMINISTRATIVE ASSISTANT

JOB RESPONSIBILITIES  (Cascade UMC, Atlanta, GA)

PRINCIPLE AREAS OF RESPONSIBILITY:

Maintain Administrative Areas of the Office of the Senior Pastor:  Schedule appointments, make travel arrangements, coordinate meetings and attend meetings, as required.  Coordinate all internal administrative functions of the Office of the Senior Pastor.  Prepares drafts and reproduces a variety of materials.  Performs miscellaneous administrative duties (i.e. make copies, follow-up on staff assignments, greets guests, hostess, etc.).  Serve as administrative support to Senior Pastor’s Confirmation Class.  Act as Liaison between the Senior Pastor and the Committee on Lay Leadership.  Answer phone, open mail and route accordingly.  Maintain records/files and retrieve information, on request, in a timely fashion.  Maintain confidentiality of relationships and records.  Maintain a copy of the record of weekly worship attendance. Provide administrative support to the Pastor’s spouse.  Perform other duties as assigned.

Percentage of Total Job Responsibilities:  85%

Other Secretarial Responsibilities:  

Executive Council (Monthly – 6%)

Church Council (Bi-monthly- 4%)

Annual Charge Conference (Yearly – 3%) and 

NGC Annual Conference (Yearly – 2%)

Percentage of Total Job Responsibilities:  15%
Job Description for Church Secretary   (Perry Hall UMC)

My job consists of many responsibilities: Here are a few

1. Type letters or correspondence for Pastors and/or Committee Chairpersons

2. Prepare weekly bulletin

3. Prepare monthly Perry Scope

4. Maintain information for Baptism, New Members and prepare the necessary forms for both.

5. Prepare wedding bulletins, funeral bulletins/ organize and schedule all wedding checklist, sessions necessary.

6. Prepare New Mover letters and brochures/ and mail.

7. Maintain proper Bulk mailing procedures.

8. Prepare and maintain the office budget/spreadsheet. And track any expenses from other committees that are reflected in the office budget.

9. Keep track of all guests that visit us at worship. Send out welcome letters.

10. Keep schedules for both Pastors schedule meetings and visitations.

11. Serve as a receptionist for visitors to the church during the day, provide callers with the necessary information that is needed. Refers callers to the necessary person if needed.

12. Processes all mail on a daily basis, distributing it to the proper person, including Heritage Montessori School.

13. Schedules utilization of church activities in accordance with the guidelines set by the Administration Board. 

14. Maintain a calendar record to accurately report all current activities. 

15. Coordinates use of church by outside organization with the Board of Trustees and Council of Ministries.

16. Assigns and maintain records for Church Key distribution (To the best of my ability)

17. Maintain an up-to-date Data base of current addresses and phone numbers for members and guests.

18. Prepares and maintain all mailing lists , mailing labels for all committees through the church

19. Maintain a workable file system of forms, letters, correspondence, reports in an organized manner.

20. Prepares mailing in accordance with Bulk Mailing standards.

21. Maintain and obtain adequate supplies of postage stamps for utilization in the church office and authorized persons.

22. Order and maintain all office supplies, worship supplies, finance supplies and other necessary supplies needed to fulfill the ministries of the church.

23. Prepare and mail the necessary meeting minutes for the committees prior to the next meeting.

24. Operates the office equipment necessary to produce the various publications. 

25. Type all reports for Annual Charge conference.

26. Processes email correspondence to necessary person.

27. Attend staff meetings and other meetings (COM) as per the Pastors request.

28. Records and maintain church records, including baptism, weddings, deaths, transfer, new members, confirmation, current address and telephone numbers.

29. Maintain attendance records. 

JOB DESCRIPTION   (Christ UMC, Drexel, NC)

(Revised July, 2004)
JOB TITLE:
Administrative Assistant

PRIMARY FUNCTIONS:

Serve as administrative assistant, receptionist, co-treasurer, & publisher of bulletin & newsletter.

SPECIFIC RESPONSIBILITIES:

The Administrative Assistant shall maintain at all times confidentiality in all matters concerning the 
church and its members.

Daily

Take mail to post office, pick up mail, buy stamps, sort & distribute mail, record change of addresses.
Answer phone & take messages.

Greet/assist visitors.
Keep current backups of administrative assistant’s computer files. Keep 1 backup copy at church & 1 away from church in case of fire.
Weekly
Bulletin


Gather information for order of worship, hymns, special music, announcements, prayer list etc.



Design, prepare & proof layout.



Make copies.



Fold, insert - place on table in narthex.


Copy & fold children’s bulletin.


Label cassette tape for Sunday worship service & place in sanctuary on sound system.


Order altar flowers if needed, include name in bulletin.


Attend staff meetings.


Update church website with new prayer list, bulletin & youth schedule. Update website calendar.

Monthly 

Newsletter  (Published monthly except for January unless a special event necessitates a change.)


Gather information including memorial/honorarium list, sympathy list etc.



Design and prepare layout.


Design all special announcements.


Proof layout.


Make copies, fold & collate.


Prepare for bulk mailing: keep updated address database, print labels, affix labels to newsletter, fasten 
with seal (if necessary), separate & bind newsletters into proper zip code category, weigh each zip 
code category, count total number each zip code category, complete post office bulk mailing form, 
take to post office to mail, maintain enough money in bulk mailing account for each mailing.

Update website with current newsletter.

Annually
Prepare annual list of church officers before charge conference & update at pastor’s 


instruction when needed.

Take orders for & order numbered offering envelopes.

Occasionally/Ongoing
Prepare special bulletins.

Order hospital flowers.

Order supplies for office and staff members and miscellaneous church supplies.

Design and mail postcard reminders to committee members (when time permits).

Update church calendar on church office desk, website & for newsletter.

Place reservations for church van(s) & bus(es) on vehicle calendar & church calendar when requested.

Place reservations for church facilities on facility calendar & church calendar when requested.

Contact repair services when needs arise for church or parsonage after getting approval, if possible, 
from trustee chairperson(s) or, if chairpersons not available, a trustee member.
Maintain current church files.
Maintain current data base.

Purchase license tags for church vehicles.
Prepare some correspondence for pastor/staff persons.
Prepare for funerals. Contact UMW food coordinator, choir director, custodian, & maintenance person 
if pastor has not already done so. 

Update the names of the persons responsible for the safety deposit box at the church’s current bank 
when the Board of Trustees chairperson(s) change. A letter must be mailed/taken to the bank.

Financial
Financial - Daily


Record any monies received in mail or in office. Make an offering envelope for gifts & note any 
designated funds. Label other monies with whom it is from, purpose & the designated line item. 

Financial - Weekly
Pick up deposit report from treasurer’s box, check against funds received in office, make 


copies for pastor, financial secretary, building fund secretary, financial notebook, & if necessary, 
memorial/honorarium coordinator &/or mission trip team coordinator. Transfer all information from 
deposit report to appropriate lines in Quickbooks deposit.

Record memorials/honorariums.  Also list in newsletter.

Prepare financial report for treasurer.

Leave money received in office/mail for treasurer.
Pay bills - check all bills for proper amounts; maintain updated balance in budgeted & non-budgeted 


line items.

Financial - Bi-monthly 

Write payroll checks.

Financial - Monthly 



Prepare financial report for Church Council.

Reconcile bank statement.

Pay apportionments.

Meet with church accountant to pay payroll taxes.

Financial - Semi-annually
File for refund of sales tax.

Financial - Annually
Assist in preparation of charge conference report.

Assist in preparation of Conference year end report.
Assist the pastor and appropriate church officials to prepare an itemized request/budget for needed 
funds for the church office/administration.

Set up new budget in Quickbooks.

Make journal entry in Quickbooks to move balance of fund & in/out accounts to new year.

Type & print final budget for finance chairperson.

Financial - Occasionally
Prepare financial reports for Finance Committee when requested.

ORGANIZATIONAL RELATIONSHIPS:

This staff person serves under the supervision of the Senior Minister and is directly accountable to the Staff-Parish Committee for the satisfactory fulfillment of all functions and responsibilities.


SCHEDULED WORK TIMES: 

9:00 a.m. - 3:00 p.m.  (I work some at home & some days past 3:00.) 

This position is understood to be for 35 hours per week.  A work schedule is to be developed in consultation with the Senior Minister and submitted to the Staff-Parish Committee.  Any deviation from this schedule requires prior approval of the Senior minister or the Chairman of the Staff-Parish Committee. 

Meeting attendance and workshops: Such activities are required only if requested and if they occur during the administrative assistant’s scheduled work hours.

ENTITLEMENTS:  

Vacation: 
One full week of vacation time is allowed at the completion on one year of 
  


service and two full weeks at the completion of two years of service.

Holidays:
New Year’s Day
Labor Day


Easter Monday
Thanksgiving Day


Memorial Day
Christmas Day


July 4th

Sick Leave:
Sick leave up to 10 days annually will be allowed with pay. Compensation for 
extended illness shall be reviewed by the Staff-Parish Committee.

Salary:
Salary will be reviewed annually and determined as recommended by the Staff-Parish 
Committee and approved by the Church Council.

Health insurance:
Group insurance provided.

JOB DESCRIPTION

POSITION TITLE: ADMINISTRATIVE ASSISTANT

FIRST UNITED METHODIST CHURCH

FRANKFORT, KENTUCKY

MISSION STATEMENT: 
THE MISSION OF FRANKFORT FIRST UNITED METHODIST CHURCH IS TO BE A COMMUNITY OF CHRISTIAN DISCIPLES WHO EXPERIENCE GOD’S GRACE, GROW IN FAITH, LEAD OTHERS TO CHRIST, AND SHARE CHRIST’S LOVE WITH OTHERS. THE CHURCH’S PRIMARY TASK DIRECTS OUR EFFORTS. WE ARE TO REACH OUT AND WELCOME PEOPLE, RELATE PERSONS TO JESUS CHRIST, DEVELOP AND NURTURE PERSONS AS CHRISTIAN DISCIPLES, AND SEND THEM OUT TO LIVE AS FAITHFUL, LOVING CHRISTIAN DISCIPLES.

THEOLOGY AND PRACTICE OF MINISTRY AT FRANKFORT FIRST UNITED METHODIST CHURCH (FFUMC): 

THE MINISTRY STAFF OF FFUMC IS COMMITTED TO THE DOCTRINE AND DISCIPLINE OF THE UNITED METHODIST CHURCH. DENOMINATIONAL RESOURCES WILL BE UTILIZED FOR TEACHING AND LEARNING BOTH WITHIN AND BEYOND THE LOCAL CHURCH. ECUMENICAL COOPERATION WILL BE PRACTICED. CONNECTIONAL TIES WILL BE STRENGTHENED THROUGH PROGRAMS AND EVENTS PROVIDED BY CONFERENCE, JURISDICTIONAL AND GENERAL CHURCH AGENCIES.

FOCUS:

OUR FOCUS WILL BE UPON IDENTIFYING AND EQUIPPING PERSONS FOR MINISTRY. WE STRESS THAT MINISTRY IS THE CALLING OF EACH DISCIPLE. MINISTRY IS SHARED BY ALL. WE WILL BE INTENTIONAL ABOUT DEVELOPING LEADERS AND SHARING LEADERSHIP IN EVERY PROGRAM AREA.

RELATIONSHIPS:

A.
Program staff persons are directly accountable to the senior pastor and have the responsibility to keep the pastor informed of their ministry activities. The staff works together as a team. Assisting the team with major church events not directly related to a person’s specified area of ministry is expected. Attendance at staff meetings and Church Council meetings is expected as directed by the senior pastor unless excused in advance. Cooperative planning, program coordinating and scheduling with all staff members is required.

B.
While directly responsible to the senior pastor, the administrative assistant will also have access to the Staff Parish Relations Team (SPRT) as well as other church teams. If conflicts develop and resolution cannot be reached with the senior pastor and Ministry Staff Team (MST), the SPRT should be contacted in accordance with the Personnel Policies and Procedures of the Frankfort First United Methodist Church so that appropriate action can be taken to resolve these conflicts or concerns.

C.
Relationships with elected leaders and volunteer persons is encouraged.  The administrative assistant is expected to serve as a welcoming voice to those who call and/or visit the church office. He/she will act as a coordinator in directing the activities of the church office.

D.
The administrative assistant is expected to apply his/her professional skills, personal maturity, strength of character, personal integrity, organizational skills, computer skills, and training to enhance the clerical and administrative work product of the FFUMC.

JOB REQUIREMENTS:

Educational:

The administrative assistant must possess a high school diploma plus a minimum of one (1) year of secretarial experience or additional education involving secretarial skills.  He/she must be able to type a minimum of fifty (50) words per minute and have excellent computer skills. In addition, he/she must be familiar and knowledgeable in the use of routine office equipment, i.e.; copy machines, fax machines, computers, printers, etc. He/she must have excellent telephone and receptionist skills.

DUTIES AND RESPONSIBILITIES:

The ideal candidate for this position must possess a pleasant personality and be able to keep confidences. Due to the nature of some church business, the individual serving as the administrative assistant must be discreet with the business of the church office. He/she must dress in appropriate business attire and project a professional image at all times. In addition, the following duties will be required:

A.
The administrative assistant shall greet and direct all persons who come into the church office. 

B.
The administrative assistant shall answer all incoming phone calls on a multi-line telephone system and page the appropriate persons including: senior pastor, music director, youth director, volunteers, child care director, and other employees.


In addition, the administrative assistant will program the telephone system after power outages and telephone for repair when needed.

C.
The administrative assistant shall publish the church bulletin.


1.
Gather the appropriate information and verify for accuracy


2.
Type and proofread the bulletin


3. 
Print, fold, and distribute the bulletin

D.
The administrative assistant shall publish the church newsletter


1.
Gather the appropriate information and articles for publication in the newsletter


2.
Type and proofread the newsletter


3.
Edit the newsletter


4.
Print, fold, and mail the newsletter 

E.
The administrative assistant shall supervise financial/clerical assistants


1.
Train financial and clerical assistants in the use of all office equipment


2.
Insure that financial records are maintained, kept current, and are accurate


3.
Insure that financial records and reports are prepared and on time


4.
Insure that financial records are readily available for audit purposes


5.
Insure that contribution statements are correct and mailed on time.

F.
The administrative assistant shall supervise the church custodians

G.
The administrative assistant shall process church correspondence


1.
Send notices to committees as directed


2.
Assist ministers in the preparation and mailing of correspondence

3.
Send letters, small newsletters, cards, etc., as directed by various committees, Sunday school teachers, members and church organizations


4.
Receive and distribute incoming mail and deliveries


5.
Compose, draft, and type correspondence as needed

H.
The administrative assistant shall maintain the church calendar


1.
Schedule meetings and meeting rooms for various committees, organizations, etc.


2.
Schedule the use of church buses


3.
Schedule weddings, receptions, funerals, etc.

I.
The administrative assistant shall maintain accurate church membership records

1.
Keep membership records up-to-date utilizing computer, card file, and permanent membership books


2.
Draft and mail requests for church letters of transfer

J.
The administrative assistant shall coordinate and direct volunteer help (average 10 weekly)


1.
Prepare newsletter mailings


2.
Assemble booklets and other training materials


3.
Run the copier and the folding machine


4.
Enter attendance on the computer database


5.
Type newsletter


6.
Answer the telephone and serve as receptionist


7.
Cover the office when necessary

K.
The administrative assistant shall assist less fortunate persons in need

1.
Determine if an individual is eligible for benefits provided by the church 


2.
Pick up food at the Food Pantry and arrange for persons to pick-up deliveries


3.
Direct persons to organizations established to help those less fortunate


4.
Call ROSM and give necessary information in order to assist the less fortunate

L.
The administrative assistant shall work with all staff in a team effort


1.
Train program staff in the use of office equipment and computer software


2.
Assist staff in any way that is necessary for church and programs to function efficiently

M.
The administrative assistant shall order supplies as needed


1.
Office supplies (order and maintain inventory)


2.
Educational and worship supplies


3.
Kitchen supplies and soft drinks

WORK SCHEDULE:

The church office is required to be open from 8 a.m. until 4 p.m. daily, Monday through Friday. The administrative assistant shall have a minimum of thirty (30) minutes for lunch. The routine workweek shall be 37.5 hours.  Deviations from the normal work schedule shall be approved by the senior pastor.

The salary and benefits of the administrative assistant shall be commensurate with training and experience and shall be subject to final approval by the SPRT pursuant to the Personnel Policies and Procedures of the Frankfort First United Methodist Church.

______________________________________________

___________________________

Approved: SPRT Chairperson




Today’s Date:

____________________________________________

___________________________

Approved: Administrative Assistant



Today’s Date:

As acknowledged by my signature above, as administrative assistant, I have received a copy of the Personnel Policies and Procedures of the Frankfort First United Methodist Church and understand that I am subject to the rules and procedures described therein.

The FFUMC is an Equal Opportunity Employer (M/F/D) 

