ABIDING SAVIOR FREE LUTHERAN CHURCH

JOB DESCRIPTION

POSITION TITLE:

 



      Receptionist – Administrative Assistant
REPORTS TO: 








          Associate Pastor
 

STATUS:  








            Full Time Non-Exempt

 

POSITION SUMMARY: 

The Receptionist & Administrative Assistant serves as a key point of welcome, communication, and administrative support for the ministry of Abiding Savior Free Lutheran Church. This position provides the first impression for many individuals who contact or visit the church and is responsible for creating a warm, helpful, professional, and Christ-centered experience.

In addition to reception responsibilities, this position provides day-to-day administrative support to pastors, ministry leaders, staff, and church leadership. The role requires a person who is organized, dependable, approachable, discreet, and able to manage multiple priorities while maintaining a servant-hearted attitude.

The ideal candidate understands that the church office is not simply an administrative workplace, but a ministry environment. Every phone call, email, visitor interaction, calendar request, document, and administrative task provides an opportunity to serve people well and support the mission of the church.

The Receptionist & Administrative Assistant will work collaboratively with church staff and volunteers while exercising appropriate judgment regarding confidentiality, communication, scheduling, and ministry-related information.

QUALIFICATIONS:  

Required
1. Demonstrated Christian character consistent with the values of Abiding Savior.

2. Strong interpersonal, verbal, and written communication skills.

3. Strong organizational and time-management abilities.

4. Ability to manage multiple priorities with frequent interruptions.

5. Professional and welcoming demeanor.

6. Proficiency with standard office technology, including email, word processing, spreadsheets, calendars, printers, scanners, and related systems.

7. Ability to learn church-specific software and administrative systems.

8. Ability to work independently while also functioning effectively as part of a team.

Preferred
9. Previous experience in a church, school, nonprofit, or ministry office.

10. Previous receptionist or administrative assistant experience.

11. Experience working with church management software or membership databases.

12. Experience with Microsoft Office and scheduling or calendar management software. 

PHYSICAL DEMANDS/WORKING CONDITIONS:     Nothing extraordinary.
PRIMARY RESPONSIBILITIES AND DUTIES:  

1. Reception & Front Office Responsibilities

Serve as the primary receptionist and welcoming presence for the church office.

1. Greet visitors, members, vendors, and ministry partners in a warm and professional manner.

2. Efficiently answer, screen, and route incoming telephone calls.

3. Respond to general inquiries and provide accurate information regarding church ministries, programs, schedules, events, and services.

4. Receive and distribute mail, deliveries, packages, and other correspondence.

5. Assist visitors with basic building access, directions, meeting locations, and staff contacts.

6. Respond appropriately and compassionately when individuals come to the office with personal, pastoral, or ministry-related needs, while directing those needs to the appropriate pastor or ministry leader.

2. Hospitality & Ministry Culture

Help cultivate a church office environment that reflects the character and ministry of Abiding Savior.

7. Welcome people with warmth, patience, and genuine care.

8. Maintain a calm and helpful presence during busy or stressful periods.

9. Demonstrate a willingness to serve beyond defined administrative duties when appropriate.

10. Look for practical ways to make the church office more efficient and welcoming.

11. Contribute positively to the overall culture and teamwork of the church staff.

12. Recognize that administrative excellence is itself a form of ministry and service.

3. Administrative Support for Pastors & Ministry Leaders

Provide dependable administrative assistance to pastors, ministry leaders, and designated church leadership.

13. Assist with correspondence, letters, reports, meeting materials, and administrative documents.

14. Maintain calendars for designated staff members as assigned.

15. Assist with copying, scanning, filing, mailing, and electronic document management.

16. Help organize information and materials needed by pastors and ministry leaders.

4. Membership & Congregational Support

Provide administrative support for routine member and congregational needs.

17. Assist members and families with general questions and administrative requests.

18. Enter and update information in church database and management systems.

19. Help manage accurate membership and contact information.

20. Assist with new-member and membership-transfer paperwork as directed.

21. Treat all member information with discretion and confidentiality.

5. Meeting & Event Support

Assist with administrative preparation for church meetings and events.

22. Prepare meeting rooms and materials as assigned.

23. Assist with scheduling and communicating meeting details.

24. Provide administrative support for congregational meetings, leadership meetings, committee meetings, staff meetings, and ministry gatherings.

6. Office Operations

Help ensure the church office functions efficiently and professionally each day.

25. Monitor office supplies and manage effective ordering and stocking processes.
26. Maintain adequate supplies for reception, correspondence, printing, and general office needs.

27. Assist with copier, printer, postage, mail, and other office systems.

28. Maintain organized shared workspaces.
29. Assist with opening and closing office procedures as assigned.

30. Assist with special administrative projects throughout the year.

Additional Responsibilities

The employee may be asked to assist with other responsibilities consistent with the position, including:

1. Special projects

2. Congregational mailings

3. Church directories

4. Special event preparation

5. Data entry

6. Filing and recording projects

7. Emergency communication

8. Other administrative needs identified by church leadership
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