Administrative Associate for Lead Pastor
Position Summary
The Administrative Associate for the Lead Pastor provides administrative and clerical support to the Lead Pastor in serving Westover Church. This role assists with daily administrative operations, communication, scheduling, and recordkeeping related to the Lead Pastor’s ministry, as well as support for elders, deacons, and other church staff as needed.
The Associate works directly with the Lead Pastor and collaborates with other staff as necessary.
Hours: 20 hours per week (Monday–Wednesday)

Essential Responsibilities (100%)
· Manage administrative requests, correspondence, and scheduling for the Lead Pastor
· Provide administrative support for elders and deacons as needed
· Coordinate meetings, including scheduling, room reservations, and building access
· Provide administrative support for the Management Team: agenda prep, track tasks 
· Prepare meeting materials, reports, and presentations (including PowerPoint)
· Take, organize, and distribute meeting minutes as required
· Maintain and update weekly guest connection lists for pastoral follow-up
· Update weekly attendance tracking spreadsheets and reports
· Answer, screen, and direct phone calls for the Lead Pastor
· Draft, edit, and distribute emails, letters, and forms on behalf of the Lead Pastor
· Maintain and update contact lists within church database systems
· Order and manage office supplies and general office needs
· Process expense reports, reimbursements, and vendor payments
· Assist with basic financial administrative tasks as needed
· Maintain organized filing systems and administrative records
· Provide hospitality and assistance to visitors in the office
· Ensure deadlines are met and administrative processes are followed consistently
· Coordinate with Westover staff to respond to leadership requests and communications
· Assist other administrative staff when availability allows


Required Skills and Qualifications
· Prior experience in administrative or office support role
· Strong knowledge of office management systems and procedures
· Proficiency in Microsoft Office Suite (Word, Excel, PowerPoint)
· Ability to learn and use church-specific software, databases, and communication tools
· Experience with office equipment (printers, copiers, mail systems, etc.)
· Strong organizational and time-management skills
· Ability to prioritize tasks and manage multiple responsibilities
· Excellent attention to detail and accuracy
· Strong written and verbal communication skills
· Ability to work independently with discretion and professionalism
· Proven ability to handle confidential information appropriately
· Strong interpersonal and teamwork skills
· A strong, active Christian faith aligned with the mission and values of Westover

Education
· High school diploma or equivalent required
· Additional administrative training or experience preferred

Additional Information
Due to the nature and requirements of this position, Westover’s Administrative Associate for Lead Pastor  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.
