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Administrative Assistant Job Description

Resurrection Lutheran Church — Mitchell, SD

Reports To

Congregational Board (Council President is point of Contact)

Work Hours

Part time: Up to 20 hrs per week. Exact work hours to be determined. Flexible schedule

Purpose

The Administrative Assistant at Resurrection Lutheran Church provides essential
administrative and organizational support to the ministry of the church. This role assists in the
daily operations of the church office, supports communication with church members and the
broader community, and helps coordinate events and ministry activities.

Working closely with the pastor, church leadership, volunteers, and ministry teams, the
Administrative Assistant helps ensure the church office operates efficiently and that
communication and organization support the mission of Resurrection Lutheran Church, the
Northern Plains District, and the Lutheran Congregations in Mission for Christ (LCMC).

Organizational Relationships
The Administrative Assistant:
e Reports to and is reviewed by the Resurrection Lutheran Church Board

e Works closely with the pastor, staff, ministry leaders, and volunteers
e Provides coordination and logistical support for church ministries, committees, and
events

e Assists in coordinating custodial staff and volunteers as needed

Primary Responsibilities
Office Administration
e Cordially answer telephones and receive visitors to the church office.

e Monitor and respond to church voicemail and email communications.

e Maintain proficiency in the use of computers, printers, copiers, and other office
equipment.

e Maintain organized digital and physical filing systems for church records and documents.

e Pick up, sort, and distribute internal and external mail.

e Maintain a neat, organized, and welcoming office environment.



e Coordinate church supplies including office, cleaning, and communion supplies.
e Prepare correspondence, reports, meeting minutes, and other documents requested by
pastoral staff, board members, or committees.

e Oversee bulk mailings and congregational communications as needed.

Church Communication & Publications
e Prepare and distribute the weekly worship bulletin (print and/or electronic).

e Compile and publish the monthly church newsletter.

e Assist with weekly announcements and congregational communications.

e Update and maintain social media platforms in conjunction with Pastor (primarily
Facebook).

e Assist with preparing worship presentation materials when needed.

e Create or assist with promotional materials, flyers, and graphics for church events and
ministries.

e Maintain and update church bulletin boards and information displays.

Calendar & Event Coordination
e Maintain and manage the church calendar, ensuring events are scheduled and

communicated clearly.
e Coordinate facility use requests for church groups and outside organizations.
e Assist the pastor and ministry leaders with scheduling meetings, events, and programs.
e Help coordinate logistics for church events such as:
o Congregational gatherings
o Holiday services
o Ministry events
o Community outreach activities
e Provide administrative support for meetings, including preparing materials or

coordinating logistics.

Membership Records & Church Database
e Maintain and update the church database (Amplify) including:

o Member contact information
o Directory updates

o Ministry participation records



e Maintain accurate records of baptisms, confirmations, weddings, funerals, and
membership changes.

e Assist in preparing certificates or documentation related to these events.

e Maintain and assign member mailboxes and offering envelopes.

e Track member information and assist in identifying potential updates or corrections to

church records.

Pastoral & Ministry Support
e Regularly check in with the pastor to determine administrative needs or support.

e Assist with preparing materials for Bible studies, meetings, or ministry events.
e Help coordinate communication between church leadership, ministry teams, and the
congregation.

e Check in with and support other church committees/teams as needs arise.

Property & Event Logistics
e Assist the pastor and leadership in scheduling meetings and ministry activities within

church facilities.
e Help coordinate the logistical needs of church events and gatherings.
e Assist with organizing volunteer teams for church activities when needed.

e Provide administrative support for special projects or ministry initiatives.

Qualifications
e A personal commitment to Jesus Christ and a Christ-centered character

e Membership at Resurrection Lutheran Church or willingness to become a member
e Strong commitment to confidentiality and discretion

e Excellent interpersonal and communication skills

e Ability to collaborate effectively with staff, volunteers, and church members

e Strong organizational and time management skills

e Ability to work independently, take initiative, and manage multiple tasks

e Ability to work under deadlines and adapt to changing needs

Skills & Experience - Preferred, not required
e Proficiency with computers and common office software

e Working knowledge of Google Drive and associated applications

e Ability to learn Amplify church software system



e Familiarity with social media platforms (especially Facebook)

e Basic graphic design or communication design skills are preferred but not required

Additional Expectations
e Maintain a professional, welcoming presence in the church office.

e Support the overall mission and ministry of Resurrection Lutheran Church.

e Perform other related duties as requested by the church board or pastoral staff.
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