Executive Assistant

Called by: Session
Reports Primarily to:  Lead Pastor
Reports Secondarily to: Session

Full Time/Part Time: Full Time
Exempt/Non-Exempt: Non-Exempt
Staff Category: Support

Principal Function

e To perform complex administrative and secretarial duties for the Lead Pastor working with a
high degree of independent judgment.

e To serve as general office manager, giving oversight and direction to other office staff as
needed.

e To provide support to the Lead Pastor, Executive Pastor, and the Session, by performing a wide
variety of complex and confidential administrative, secretarial, and analytical tasks.

e The incumbent requires leadership qualities such as adaptability, flexibility, dependability, and
accountability. Much of the work is self-initiated and requires a high degree of independence.

Specific Responsibilities
e Administrative support for the Lead Pastor
e Assist with the Lead Pastor’s calendar and schedule, email, communication, reimbursements,
and other administrative functions as required
e Coordinate gathering of information for seasonal prayer guides
e Coordinate meetings, events, retreats, and receptions for officers
e Make travel arrangements for GA and guest speakers
e Research minutes and church documents for various projects
e Occasionally assist other pastors with tasks due to overlap in duties
e Make appointments, receive visitors, and handle phone calls for the Lead Pastor office and
others.
e Administrative support for the Executive Pastor
e Administrative support for Session
e Assist the Moderator and Clerk of the Session with agendas, minutes, correspondence, etc.
e Organize and maintain both electronic and hard-copy information, history and records
e Serve as the primary administrative assistant for the Personnel/Administration Committee, Worship
and Music Committee, LDC Committee. This includes but is not limited to setting up meetings,
preparing materials, coordination of volunteers related to those ministries, etc.
e Serve as Senior Administrative Assistant
e Serve as Senior Administrative Assistant by coordinating other Administrative Assistants for
special projects, common office needs, and special events.
e Coordinate other church secretaries for special projects as needed.
e Serve as general office manager giving oversight and direction to other office staff as needed.
e Cooperate with and assist church admins as the workload requires.

Qualifications
e Knowledge of Apple computers and programs including but not limited to iCloud; Google Docs,
Google Sheets, and Google Forms; Word, Excel and Outlook; Calendar; Doodle Poll.



e Expert knowledge of office equipment and operations
e Knowledge of English grammar, spelling, and punctuation
e Skills
e Excellent verbal and written communication skills including proofreading and editing
Attention to detail, committed to high standards
Strong organization and time management skills
Problem solving skills
e Research skills
e Abilities
e Ability to meet deadlines while still being flexible and adaptable in a variety of situations
e Ability to work independently, yet be part of a team
e Ability to anticipate needs and serve others, self-motivated
e Personal Attributes
e Must be a professing Christian
e Must maintain strict confidentiality in performing all duties
e Honesty, trustworthiness, and respectfulness required
e Sound work ethics required

Compensation

Salary and other benefits will be determined by the Session after input from the Executive Pastor and
Church Administrator. Vacation periods, insurance coverage, pension, and other benefits are indicated
in the written policy that is reviewed and updated by the Personnel Committee periodically.
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