
Title:  Staff Administrative Assistant  
 
Objective: 
 The ministry of the Staff Administrative Assistant is to assist the Senior Pastor and other members of 
the pastoral staff in the managerial and administrative tasks of the church.  In addition, the Staff 
Administrative Assistant shall be responsible for secretarial tasks and act as receptionist.  He/she shall 
assist in the coordination and organization of the church’s various ministries and be responsible to 
maintain communications between the church office and each of these ministries. 

 
Qualifications: 

1. Profession of faith in Jesus Christ as Lord and Savior; agreement with the mission statement and 
objectives of the Evanston Alliance Church. 

2. Maturity in Christian living and appreciation for church administration as a ministry. 
3. Demonstrates an understanding of the church’s overall ministry and has a personal interest in 

ministry and personal development. 
4. Evidence of spiritual giftedness in administration (1 Corinthians 12:28), mastery of basic 

secretarial, organizational, and administrative skills. 
5. Able to communicate clearly, both verbally and in writing. 
6. Good people skills, able to work well with others without being overly sensitive or critical. 
7. Familiar with/willing to learn computer operations, which include, but not limited to, Microsoft 

Office, WordPress Web Design, basic cPanel operations, ProPresenter, iMovie, and Garageband.   
8. Self-motivated, able to start and complete tasks with minimal supervision. 
9. High school diploma or equivalency required.  College degree preferred. 
10. Maintain confidentiality 
 

Responsibilities:  (May include but not be limited to the following) 
1. Administration: 

a. Assist and support the Senior Pastor and the pastoral staff in the day-to-day administrative 
and organizational tasks of the church. 

b. Establish and maintain office and business procedures suitable to the needs of the church’s 
ministry. 

c. Upon approval of the Senior Pastor, provide administrative expertise and services as needed 
to assist church leadership in administrative tasks relating to specific ministries. 

d. Maintain the church office budget. Prepare vouchers for regular expenditures, such as 
electric, cleaning services, gas bill, and others as they occur making sure those vouchers are 
passed to and signed by the appropriate department for approval. 

 
2. Communications: 

a. Establish and maintain lines of communication between members of the staff, the church 
office, the leadership of various ministries of the church, and the congregation.  This includes 
producing and editing a weekly bulletin with information about various ministries and 
upcoming events and the provision of additional communication with the congregation 
including newsletters and prayer requests. 

b. Prepare and make available weekly sermon notes and slides (in ProPresenter) for pastor or 
speaker. 

c. Maintain appointment schedule for pastoral staff, if a pastor chooses not to keep his own 
schedule. 

d. Coordinate the church’s calendar of events. 
 
 
 



3. Secretarial: 
a. Act as receptionist, welcoming visitors, route incoming phone calls and screen unexpected 

callers in keeping with predetermined policy. 
b. Manage mail, correspondence, reports, minutes of committee meetings as directed by the 

Senior Pastor. 
c. Maintain the church’s records and filing system. 

 
4. IT Support: 

a. Edit and distribute the sermons weekly for YouTube, podcasts, radio station, church 
website/app, and other places that may arise. 

b. Update website and app weekly with events, sermons, sermon notes, ministry information, 
and any other information requested. 

c. Create online registration forms for website and Facebook, including creating spreadsheets 
and organizing data as needed. 

d. Create sound, media, and live stream schedule every 2 months for Sunday mornings, as well 
as editing and distributing the Sunday worship schedule.          
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