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Manage daily operations and maintaining office supplies and records.

Provide administrative support for the Pastoral staff.

Assist in the coordination, planning, and execution of church-wide events.

Handle church communication and publications, including digital content, and the creation  and

distribution of bulletins, newsletters and class materials.

Assist with scheduling meetings, renting church equipment & facilities, and enforcing church policies for

facility use.

Provide assistance in data entry, recordkeeping and reconciliation of financial information.

Build and maintaining relationships with the congregation and community.

2 years office or administrative experience.

Excellent communication and interpersonal skills.

Strong computer skills and ability to operate office equipment.

Ability to handle stress and problem solve.

Ability to keep sensitive information confidential.

Ability to coordinate and be a liaison with the church community.

Church Administrative Assistant

Belgrade Alliance Church is looking for a responsible, creative, proactive church administrative assistant to

be part of an active supportive team. The administrative assistant is responsible for managing the daily

operations of the church office, coordinating with staff & volunteers, managing the church's schedule of

events, and facility usage and provides administrative support for the Pastoral staff. The Administrative

Assistant manages the church website & mobile app, and communicates information with the church body

through email, newsletters and social media. 

To be a successful church administrative assistant, you should be highly organized and self-motivated, with

the ability to multi-task. You should be generous, efficient, detail-oriented, a self-starter, and professional.

Church Administrative Assistant Responsibilities:

Church Administrative Assistant Requirements:

This position is part-time, working 18 hours per week, Tuesday – Thursday. Compensation to be determined

based on the knowledge, sills & abilities of the successful candidate.

If interested, please submit your resume’ with a cover letter via email to: pastor@belgradealliance.com 

Living LIFE Together - Ordinary People Serving an Extraordinary God - John 10:10
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