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FIRST UNITED PRESBYTERIAN CHURCH 
FRIDAY RECEPTION DESK 
MINISTRY DESCRIPTION 
 
 
 
Objective: You will help FUPC to glorify God through meaningful worship, active 

discipleship, faithful service, and nurturing fellowship by providing a 
friendly and helpful face for people on Friday. 

 
Result 1: Volunteers will answer the telephone in a timely and polite manner and 

take accurate and concise messages for Church Office staff. 
 
Result 2: Volunteers will greet visitors and answer questions or direct them to 

someone who can provide answers. 
 
Result 3: The Pastors, Director of Christian Discipleship, or Administrative Assistant 

may leave tasks for volunteers as deemed necessary. 
 
Team Composition (number): One (1) every Friday unless the Church Office is closed 
for a major holiday or due to inclement weather. 
 
Time Commitment: Five (5) hours per week from 8:00 A.M. to 1:00 P.M. Volunteers 
will work once a month based on a schedule created by Receptionist Coordinator. 
 
Special Talents and Skill Preferred: Friendly, welcoming, outgoing. 
 
Spiritual Gifts: Administration, Hospitality, Mercy, Service/Helper. 
 
Support and Accountability: Pastors, Receptionist Coordinator. 
 
Resources and Training Provided: Training will be provided by Receptionist 
Coordinator. 
 
Requirement: None. 
 
Thank you for considering this important ministry. 
 

 


