Memorial Baptist Church

Position Description

Position Assignment:

· Title:


Education Administrative Assistant

· Recruited By:

Education Pastor

· Staff Grade:

Support Staff Level 

· Status:

Full-Time Salaried (Non-Exempt)
Principle Function:
To provide administrative support for the preschool, children and youth ministries

Purpose:
To serve in the education ministry so that the vision and mission of Memorial Baptist Church can be accomplished at all times

Skill Requirements:


· Should be cheerful, enthusiastic and outgoing with a desire to build and expand the body of Christ by caring for those with whom he/she comes in contact

· Must exhibit personal conduct that reflects positively on the integrity of the church

· Must have excellent telephone skills and the ability to communicate well

· Must be a team player

· Must have good people skills

· Must be able to multi-task

· Must have good discernment in making decisions 

· Must be able to operate office machinery including phone system, fax machine, printer, copier and computer applications using Office 2000 and Shelby Church Support.

Administrative Assistant Responsibilities

1. Provide administrative support for the preschool, children, and youth ministers

2. Answer phones on Monday, and screen all calls for the preschool, children and youth ministers throughout the week; also serves as a backup to the receptionist in the answering of phones Tuesday-Friday

3. Responsible for mailing, emailing, or faxing correspondence for the education staff; this includes proof reading, merging information, and printing labels for mailing. 

4. Recruit and train office volunteers as needed

5. Attend weekly staff meeting and Education Staff meeting

6. Prepare reports for education staff members using Shelby software, Excel, or other programs

7. Prepare Powerpoint shows and other visuals for education staff members

Other Responsibilities

1. Assist fellow administrative assistants in the performance of their duties as time allows (reciprocated)

2. Other duties as assigned by the Education Pastor

Education and Experience:


The administrative assistant should have a high school diploma with a high degree of proficiency in grammar, spelling and punctuation.  It is desirable that the administrative assistant has computer background skills with a typing speed of 60 words per minute.  They should have a minimum of two years office experience.

Organization Relationship:

· The administrative assistant shall be directly accountable to the Education Pastor and through him to the Senior Pastor. 

Future Growth and Direction of Position:

· Continued training in SHELBY software 

· Continued growth and skill development in dealing with people (employees, vendors, church members, and potential church members)

· Continued training in Windows Office applications

I have read and received a copy of my job description.  I understand this job description overrides anything I have been given or told before.  I further understand that I am expected to follow my job description as outlined above, and if I have any questions concerning what is expected of me, I will speak with my immediate supervisor.

___________________________________________________  ___________________

Employee’s Signature                                                                       Date 

___________________________________________________ 

Print Name

