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Administrative Assistant Application

Thank you for your interest in serving at Resurrection Lutheran Church. Please complete the
following application. You may attach a resume if desired.

Personal Information

Full Name:

Address:

City/State/Zip:

Phone Number:

Email Address:

Position Information

Position Applied For: Administrative Assistant

Availability (days/times):

Date Available to Start:

Are you able to work up to 20 hours per week?
[ Yes [1 No




Church Involvement & Faith Background

Are you currently a member of Resurrection Lutheran Church?
[ Yes [1 No
(If no, are you willing to become a member?) [] Yes [ ] No

Briefly describe your faith background and relationship with Jesus Christ:

Why are you interested in this position at Resurrection Lutheran Church?

Work Experience

Current or Most Recent Employer:
Name:

Position:

Dates Employed:

Responsibilities:

Previous Employer (if applicable):
Name:

Position:

Dates Employed:

Responsibilities:

Skills & Experience



Please check any areas where you have experience:

L] Office administration

[J Answering phones / customer service

[J Email and communication management
L] Scheduling / calendar management

(] Data entry or database management

1 Microsoft Office / Google Docs

[1 Social media (Facebook, etc.)

[J Graphic design (flyers, newsletters, etc.)
L1 Event coordination

[J Church or ministry experience

Please describe any skills or experience that would help you in this role:

Character & Work Style

This role requires organization, communication, and the ability to manage multiple tasks.
How do you typically stay organized?

This position involves working with confidential information. How do you approach
confidentiality and discretion?

Describe a time you had to juggle multiple responsibilities or deadlines:

References



Reference #1
Name:

Relationship:
Phone/Email:

Reference #2
Name:
Relationship:
Phone/Email:

Additional Information

Is there anything else you would like us to know?

Applicant Acknowledgment

| certify that the information provided in this application is true and complete to the best of my
knowledge.

Signature:

Date:
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