Administrative Associate for Discipleship and Adult Ministries
Position Summary
The Administrative Associate for Discipleship and Adult Ministries provides administrative and operational support for Westover’s Discipleship, Community Life, Care & Support, and Men’s & Women’s Ministries. This role serves the body of Westover by supporting ministry leaders, coordinating events and communications, and assisting with the administrative functions that help these ministries thrive. The Associate works closely with and is supported by the pastors and directors responsible for these ministry areas.
Hours: 30 hours per week, benefits available if needed

Essential Responsibilities
Administrative Support (70%)
Provide administrative support for:
· Discipleship
· Groups (LifeCommunities and Small Groups)
· Care & Support Ministries, including Prayer and Marriage Ministries
· Men’s & Women’s Ministries, including Bible studies, conferences, retreats, events, and MomCo
· Shepherding and Care of the Body support 
Responsibilities include:
· Facility scheduling and room reservations
· Ministry-related email and phone communications
· Event promotion and communication, including website and app updates
· Event registration setup and coordination
· Preparation, editing, and proofreading of ministry materials, reports, presentations, and correspondence
· Meeting and training coordination, including scheduling and logistical support
· Maintenance of ministry records and files
· Processing payments, reimbursements, receipts, and expense reports
· Tracking ministry expenses and budgets for assigned areas
· Maintaining involvement records, rosters, and reports within the church database
· Assisting with church-wide projects and ministry initiatives
· Coordinating ministry events, trainings, connection opportunities, member meetings
· Assisting with funerals and periodic Sunday events 
Ministry and Lay Leader Support (20%)
Provide administrative support that equips lay leaders to serve effectively within supported ministry areas
Team Contributions (10%)
· Meet regularly with pastors and directors to receive feedback, discuss ministry updates, and contribute to ministry planning
· Participate in regularly scheduled All-Staff Meetings
· Collaborate with ministry teams to support shared goals and initiatives

Qualifications
· Strong organizational, administrative, and multitasking skills
· Excellent written and verbal communication abilities
· Proficiency with Microsoft Office Suite, databases, and other web-based software as needed
· Strong interpersonal skills and the ability to work effectively with staff, volunteers, and congregants
· Excellent time-management and prioritization skills
· Self-motivated, proactive, and able to work independently
· Demonstrated compassion, discretion, and servant-hearted support of others
· Experience coordinating events, programs, or ministry activities
· Strong attention to detail and proofreading skills
· Adaptability and flexibility in a dynamic ministry environment
· A vibrant and active Christian faith aligned with the mission and values of Westover Church
Education and Experience
· High school diploma or equivalent required
· Additional education, training, or experience in administrative support or office administration preferred

Additional Information
Due to the nature and requirements of this position, Westover’s Administrative Associate for Discipleship and Adult Ministries should be willing to pursue membership at Westover and be actively involved in the life and body of the church. Time-percentage allocations as well as specific tasks of this position remain fluid and will continue to be more clearly defined as the role evolves.


