Memorial Baptist Church

Position Description

Position Assignment:

· Title:


Receptionist/Administrative Assistant

· Recruited By:

Education Pastor

· Staff Grade:

Support Staff Level 

· Status:

Full-Time Salaried (Non-Exempt)
Principle Function:
To facilitate all incoming calls and provide administrative support for the Education ministry.  

Purpose:
To lead in all areas of the Education Ministry so that the vision and mission of Memorial Baptist Church can be accomplished at all times.

Skill Requirements:


· The receptionist 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 handle more than one task at a time. 

· Must have good discernment in making decisions. 

· Must be able to operate office machinery including a sophisticated phone system, fax machine, postage machine, and computer applications using Office 2000 and Shelby.

Responsibilities:


1. Shall greet members and visitors in a friendly and Christ-like manner, see that they are comfortably seated, and advise appropriate staff promptly on visitor’s arrival.

2. Shall answer the telephone in a pleasant and courteous manner, answering as quickly as possible; advise appropriate staff and take messages when necessary.  Maintain accurate daily record of all staff members’ presence in the office, when they are on or off campus, in our out of the office momentarily, etc.

3. Assist staff members with outgoing telephone calls upon request.

4. Shall route all incoming mail to appropriate staff member; prepare outgoing mail by 11:00 a.m.

5. Shall be proficient in the operation of office equipment and report any maintenance needs to the Systems Administrator.

6. Shall recruit and train office volunteers as needed.

7. Gather visitor slips from Sunday, record as prospects in Shelby, notify appropriate Sunday School departments for follow-up.

8. Shall keep reception area free of boxes, clutter, and items of risk to employees.

9. Responsible for recording postage on the postage meter, ensuring that postage costs are billed to the correct ministries.

10. Shall notify appropriate staff members immediately of incoming faxes.

11. Attends weekly staff Prayer and Team Time.

12. Prepare and Update MBC Calendar

a) Review MBC calendar of events as necessary to ensure that all events have adequate and detailed description, dates are correct, childcare and A/V requests have been made and to foresee and resolve any scheduling conflicts well in advance.

b) Receive requests from staff members via ServiceU for all calendaring of events, meetings, classes, etc.

c) Receive requests from various church members via phone calls, email and in person, encouraging the use of our calendaring form.

d) Make inquiry on information not submitted such as childcare needs, audio-visual requests, special set-ups, etc. so that details may be included in the resource section of the calendar for maintenance work orders.

e) Keep calendar of events for two calendar years at all times.

13.  Receive\coordinate building usage requests

a) Present all calendar requests to Administrator for approval.

b) Calendar event, if approved.

c) If event is rejected, supply requestor with reason and keep a copy for records.

d) Coordinate with contact person to obtain complete information on event and specific needs.

e) Prepare maintenance requests for each event that occurs at MBC on a daily basis with detailed information to provide adequate resources.

f) Coordinate with Maintenance Supervisor each Friday for the upcoming week’s schedule to ensure that any maintenance support that is needed is scheduled.  Review special requests & upcoming night/weekend events.

g) Prepare bi-monthly childcare report for coordinator with any childcare needs.

h) Prepare bi-monthly A/V report for Music Department for A/V requests.

14. Maintain adequate supply of paper in main office copier and printer.  Keep toner filled in copier and fax machine as needed.

15. Perform clerical support for Men’s Ministry, Women’s Ministry, Singles Ministry and other various areas within the Education ministry to include preparing labels, reports, post cards and mail outs, etc.

16. Order all Sunday School literature as needed, including periodicals.  Maintain orderly storage of literature prior to new quarter beginning, when literature is distributed.  Perform weekly check of literature racks in lobbies of buildings to ensure that adequate supply of all literature, brochures, etc. are in place.

17. Perform clerical and administrative duties for Minister of Education as requested.

18. Run quarterly membership directory and keep supply on reception desk counter.

19. This job description is not all-inclusive and can be modified verbally or in writing by

       the employee’s supervisor.

Education and Experience:


The Ministry Assistant should have a high school diploma with a high degree of proficiency in grammar, spelling and punctuation.  It is desirable that the receptionist 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 Education Assistant/Receptionist shall be directly accountable to the Education Pastor and through him to the Senior Pastor. 

Future Growth and Direction of Position:

· Continued growth and efficiency in handling incoming telephone lines

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

· Updated on the current Windows Office applications

I have read and received a copy of my job description.  I understand this overrides anything I have been given or told in the past.  I further understand that I am expected to follow by 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
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