
 
 
 

POSITION DESCRIPTION 
The Administrative Assistant will assist the ministry staff in the following capacity: 

  
Personal Qualifications 
For fruitful work it is essential that the Administrative Assistant have the following qualifications: 

1. Be a team player who is, flexible, cheerful, patient. (church members considered) 
2. Ability to meet people comfortably and confidently 
3. Be organized, competent, efficient, 
4. Be computer proficient in Microsoft Office 
5. Work in collaboration with staff with direct report to parish administrator 
6. Able to safeguard confidential material 

Essential duties and responsibilities include the following. Other duties may be assigned. 
 
Reception and Hospitality Responsibilities 

1. Greet visitors to the church office, providing assistance whenever possible 
2. Answer the telephone cordially, providing assistance whenever possible 
3. Oversee meeting room set-up requested by various church entities on sexton off days. 
4. Handle set-up requests and other needs for outside organizations utilizing church facilities, act as 

point of contact. 
5. Handle miscellaneous details (unscheduled, unspecified, unexpected as assigned by the Parish 

Administrator) 

Managerial Responsibilities 

1. Handle all church mail, including pick-up, drop-off, opening, distribution, and responding when 
applicable. 

2. Arrange, print and organize materials and collateral as requested by staff. 
3. Keep website calendar up to date ( match to ACS calendar) 
4. Process church mailings/publications for various events throughout the year; may include 

stewardship campaign, financial asks, newcomers packets, ministry direct mail pieces, etc. 
5. Log attendance tracking. 
6. Assist in keeping office organized/neat 

  
Qualifications 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. 
The requirements and responsibilities are representative of the knowledge, skill, and / or ability 
required. Reasonable accommodations may be made to enable individuals with disabilities to perform 
essential functions.  
 
 
Hours:  Approximately 12-15 hours per week. Suggested: Monday through Thursday, 8:30am-12:00pm 
with occasional Fridays to provide office coverage during staff vacations, etc.   
 
Respond by sending letter of interest and resume to the Rev. Allan Sandlin, asandlin@stmartins.org. 
  

 



 


