FAIRMONT PRESBYTYERIAN CHURCH

POSITION DESCRIPTION
TITLE:

Administrative Assistant
EMPLOYMENT STATUS: 

This position is non-exempt, 35 hours per week. 
PURPOSE:

Maintain the workflow of the church office. Serve as the first contact for those entering, or calling the church office. Furnish administrative support to the Pastors, professional staff, and ministry teams as needed. Provide the proper operation of office equipment.
ACCOUNTABILITY:

The Administrative Assistant is accountable to the Pastor as Head of Staff.

DUTIES AND RESPONSIBILITIES:
1. Serve as the first point of contact for persons telephoning or visiting the church office and offer appropriate direction and information.

2. Maintain the workflow of the church office; ensure smooth flow and timely completion of work. 

3. Prepare monthly session packets, annual reports, etc.
4. Serve as the point of contact for use of church office equipment (including postage, copiers, and printers), maintains efficient use of office equipment and negotiating maintenance agreements.

5. Create, prepare and publish church publications, such as directory, flyers, certificates, brochures, etc.

6. Provide primary administrative support for the Pastors, professional staff and ministry teams, as needed.

7. Maintain and post the primary church calendar including meetings, weddings, funerals, baptism, and other special events using Church Windows Software. Work with other church staff volunteers to assure the preparation of church building for these events. Respond to church members and others who inquire about the calendar or use of the building.

8. Responsible for ordering supplies.
9. Maintain email addresses for congregation and distribution lists of Officers and Teams for use by entire staff.

10. Maintain all personnel records and office files. 
11. Track attendance in Church Windows Software.

12. Responsible for the safe keeping and distribution of all church keys.
13. Prepare bulletin for worship services. Includes formatting, copying, folding and distribution to staff and placement for ushers. Also, includes preparation of bulletin inserts.

14. Sort and distribute incoming mail.

15. Assist with the monthly newsletter (CALL). Copy, fold, prepare inserts and schedule volunteers to assist if needed.

16. Perform miscellaneous copying, filing, mailings, etc. as directed by Staff.

.
This position requires someone who is/has:

Computer Skills – Basic knowledge of Microsoft Windows and Microsoft Office including Excel and Publisher.

Comfortable learning new software (Church Windows)
Detail oriented and can complete tasks independently

Able to work in an open office arrangement

Pleasant phone manner

Can deal with a variety of age groups
Comfortable working in church culture

Maintain confidentiality

RELATIONSHIPS:
The Administrative Assistant works in close cooperation with all staff and church members.

EVALUATIONS:
Performance review will be conducted annually by the Pastor as Head of Staff, and members of the Personnel Team. The Personnel Team will annually review the adequacy of compensation and benefits.
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