
Duties for Administrative Assistant 
1. Answer phones and emails, then forward as needed. 
2. Produce and print weekly bulletin, announcements, and connection card. Put 

them on website on Thursdays. 
3. Produce the Church Directory with updated information in January of each year. 
4. Monthly- Birthdays & Anniversaries, Church calendar, and Prayer Newsletter. 

(Put on Church Website) 
5. Collect money and properly notate account it is to apply to. 
6. Order curriculum and supplies for church or groups as needed. 
7. Keep adequate stock of all paper products needed for kitchen. 
8. Assist groups with promoting events within the church and community. 
9. Design and/or order flyers, pamphlets, banners, yard signs. 
10. Schedule weddings, events, and groups to not conflict with ongoing ministries 

previously scheduled. 
11. Help get volunteers to cover positions needed for weddings and other events 

where a church member needs to be on site. (A/V tech, Custodian, etc.) 
12. Get mail from post office and separate.  Put in employee boxes or answer 

requests. 
13. Distribute Sunday School attendance sheets and curriculum to classes. 
14.  Keep accurate attendance records for services and Sunday School. 
15.  Help with church communications by emails, website, and PhoneTree. 
16. Keep accurate records of Church Membership, baptism, transfers in and out of 

church, and deaths. 
17. Complete yearly Conference reports. 

 
 

 
Desired Qualifications 
Experience with Microsoft Office software (mainly Publisher for bulletins and 
announcements) 
Able to use Power Church Plus (contributions are entered on this system) 
Good at Customer Service 
Able to multi-task 
Organized 
Able to be trustworthy with confidential information 
Notary is a plus 
Ability to use social media sites (Facebook, Twitter, etc.) 
 
 



 
 

 

Financial Secretary Job Description 

 

The Financial Secretary will be a person of genuine Christian character who 
understands all gifts are from the Lord.  Every individual’s gifts and contributions 
are given as a response to the work of God in their lives.  Therefore, it is the 
responsibility of the Financial Secretary to make every effort to insure 
contributions are recorded and accurate to the best of their ability.  The duties 
will be as follows: 

 

1. Deposits made to the church during the week should be deposited by the 
guidelines of the Finance Committee. 

2. Sunday worship contributions should be entered and reconciled by 9am the 
first Tuesday following Sunday worship or the next business day. 

3. Records will be maintained of contributors and statements sent for 6 
month and year end. 

4. Memorial gifts will be maintained and acknowledgements sent to families 
and donors. 

5. Work along with treasurer, pastor, and/or Finance chair as needed. 
6. Person should be available to reconcile differences on contributor’s 

statements. 
7. Membership Roles- Create district reports membership directory draft for 

minister/membership review with time frame requested. 
8. Prepare charge conference report and year-end conference report no later 

than second week in January annually.  
9. Prepare updated membership directory reflecting current names, 

addresses and telephone numbers by end of January each calendar year. 
10. Enter weekly offerings, auto draft contributions, and other deposits into Power 

Church Plus as contributions and apply to the correct family.  

 



  


