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Job Description:  Administrative Assistant 

Job Purpose: 

Perform administrative duties under general supervision selecting from a variety 
of established procedures.  Must use initiative, experience, and discretion. Help carry out our church’s 
mission, vision, and strategies.  Personify the ministry of Sunrise Baptist by being a witness for Christ and 
ministering to others through life, word and deed. 

 

Essential Functions: 

1. Keep Christ central in our individual and work lives. Attend and participate in the 
leadership of devotions, and regular prayer.  Willing to sign a Statement of Faith.  

2. Perform diverse administrative duties that may include confidential information and 
exposure to sensitive information, necessitating considerable use of tact, 
diplomacy, discretion and judgment. 

3. Compose letters, reports, and memos, including responding to routine mail using 
appropriate content and format (mail or e-mail).  Compile, format, produce, sort, 
and/or distribute mail/computer reports as required in an accurate and timely way. 

4. Answer phone and handle in a courteous manor. 
5. Coordinate meetings, maintain church calendar. 
6. Produce the program for weekly church services.  
7. Update church database and use it to serve the church members.  Educate others on the 

database.  
8. Update and maintain church website in coordination with tech volunteer. 
9. Procure kitchen supplies as necessary. 
10. Procure supplies for church ministries and programs as needed. 
11. Review and proofread documents, ensuring correct spelling, grammar, syntax and 

content. 

12. Work collaboratively with team members when assigned to work as part of a team. 

13. Must be available to attend monthly council meeting one evening per month. 

14. Perform other duties as assigned by the Pastor. 

 

Technical Competencies 
Candidate Profile 

Written 
Communication 

Expresses ideas, thoughts, and concepts clearly and effectively in writing, using 
correct and appropriate grammar, organization and structure. 

  Proficient 

Office Procedures 
and Practices 

Demonstrates knowledge of general office procedures and practices.   Advanced 

Computer Skills Demonstrates effective computer skills, including use of Microsoft Office Suite,  
e-mail, internet, and various software applications and databases used in work 
efforts. 

  Developing 

Meeting Planning Ensures that all parties expected to attend the meeting are informed of the timing, 
agenda and materials required. Procures materials/supplies for the meeting and 
ensures that all logistical requirements for the meeting have been handled. 

  Proficient 

Transportation Must have a valid driver’s license and access to a vehicle.   Proficient 

     

Typing Produces reports, memos, letters and other correspondence in a timely and 
accurate manner. Demonstrates excellent keyboard skills. 

  Proficient 
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Behavioral Competencies                                                                                                        Candidate 

Profile 

Decision-Making Makes decisions, takes actions or makes commitments, after considering the 
available courses of action and the needs and values of others to include 
knowing when to seek counsel from the Pastor. 

  Proficient 

Flexibility/Adaptab
ility 

Demonstrates the ability to adapt to new ways of doing things, both personally 
and in the organization; is willing to attempt new ways to solve problems in a 
constantly changing work environment. 

  Proficient 

Attention to Detail Accomplishes tasks thoroughly, showing concern for all the areas involved no 
matter how small, at the appropriate level for the task. 

  Advanced 

Organization Demonstrates organizational skills including time/task management, file/office 
management, and planning. 

  Proficient 

Balancing Multiple 
Priorities 

Prioritizes tasks and redirects work effort in response to changes in priorities.   Developing 

Customer Service 
Orientation 

A people oriented person who demonstrates concern for meeting church member 
needs in a manner that provides satisfaction for the member, using available 
resources. 

  Proficient 

Professional 
Maturity 

Maintains a positive outlook, works constructively under pressure. Responds 
resourcefully when challenges arise and accepts responsibility for actions. 
Arrives at work and appointments on time. 

  Proficient 

Initiative Evaluates, selects and acts on various methods and strategies for solving 
problems and meeting objectives before being asked or required to do so; self-
directed rather than passively complying with instructions or assignments. 

  Advance 

Confidentiality Respects the confidentiality of sensitive information. Reveals information to 
others only on a “need to know” basis. 

  Advance 

 

 

Minimum Education / Experience: 

High School/GED or equivalent.  Work experience in office administration; 3 years.  -OR-  Bachelor’s degree 
in related field, with related experience; 6 months. Experience with Quick Books, Publisher, MS Word, 
Excel, Calendar Maker, Paint Shop.   

 

 


