
Grace and Peace Lutheran Church 

Job Title: 

Church Administrative Assistant  

Grace and Peace Lutheran Church has an exciting opportunity to provide clerical and 

administrative support to the Pastor, Church Council, committees, and members in the role of 

Administrative Assistant. 

Responsibilities: 

 Act as receptionist for church office, greeting and assisting visitors. Answer telephone 

and handle inquiries. 

 Check voicemail and E-mails daily and update outgoing messages as needed. 

 Update the church database system, Church Windows. Maintain up-to-date birthday files, 

membership records and mailing lists. Keep attendance and communion records. 

Maintain up-to-date records of baptisms, weddings, funerals, new members, transfers, 

confirmation, and first communions. 

 Prepare certificates and gifts for baptisms, first communion, confirmation, and 

affirmation of baptism. 

 Update and prepare for distribution church directory as needed. 

 Maintain master calendar and coordinate use of buildings. 

 Coordinate use of office equipment and oversee its maintenance and repairs. 

 Prepare and print worship bulletin and announcements; bulletins for special services and 

celebrations. 

 Gather information for, prepare and distribute monthly newsletter. Mail or email 

newsletter to shut-in members. 

 Update and assist with maintenance of church website. 

 Monitor and purchase office and worship supplies. 

 Assemble and distribute annual reports. 

 Obtain a copy of deposits from Treasurer, enter deposits and giving information in 

Church Windows database, retain information as directed. 

 Collect and enter in pledged amounts and convey to Stewardship the amount and the 

comparison of amounts from previous years. 

 Prepare quarterly and yearly statements of financial giving and oversee their distribution. 

 Track usage of church's credit cards and provide documentation for all expenditures. 

 Provide support as needed to treasurer and financial secretary. 

 Other duties as assigned. 

Requirements: 

High school diploma/GED required. Three years office experience required. Position requires 

strong oral and written communication skills. Knowledge of word processing, spreadsheet, 

database, and electronic mail software required. Strong verbal and written communication skills 

required. Exceptional organizational and time management skills with keen attention to detail 

required. Excellent interpersonal skills suited to a cooperative and positive team environment. 

The ability to work with diverse groups and individuals and the ability to carry through projects 

with minimal supervision required. Ability to maintain confidentiality is required. 



 

Physical Requirements 

The physical requirements of this position include: pushing, pulling typically associated with 

office work, occasionally standing or walking with objects up to 25lbs; regularly sitting at a 

computer workstation for extended periods of time with repetitive motions. 

Work Schedule 

This is a part time position of up to 20 hours per week. The preferred work day is Monday 

through Friday, 9:00 a.m. to 1:00 p.m. 


