
Bible Church of Little Rock
Administrative Assistant of Finances & Office Management

Position Description

Reports to: Administrative Pastor/Church Administrator
Location: Little Rock, Arkansas
Position Type: Full-time (32 hours)
Date Prepared: 3/1/23
Date Revised:

Church Information:
Founded in 1951, the Bible Church of Little Rock is a non-denominational church in the

capital city of Arkansas. BCLR is an elder-led congregation that is known for expository
preaching, God-exalting worship, discipleship in community, and dedicated shepherding. We
affirm the doctrines of grace and subscribe to a Reformed soteriology. We currently have over
350 members and average between 300-400 attendees for Sunday morning worship. We also
have Sunday morning Equipping Hour, mid-week ministries, bi-monthly evening services, and
bi-monthly small groups.

Our ministry philosophy is guided by a desire to equip members to be passionate
followers of Christ, diligent students of God’s Word, devoted members of the local body, and
faithful disciple makers. The administrative and office staff are an important part of our ministry
by facilitating and stewarding the time, talent, and treasure that the Lord has provided our
church. The full-time Administrative Assistant will join us in glorifying God, proclaiming the
gospel, discipling believers, and making Christ known to our community and people around the
world.

Church Mission Statement:
The Bible Church of Little Rock exists to make disciples who make disciples by teaching

biblical truth in a community of Christian love that propels our appointed mission all for the
glory of God.

Position Description:
The Administrative Assistant of Finances and Office Management is a Christian man or

woman who plays an important role in the ministry efforts of the Bible Church of Little Rock.
The Administrative Assistant’s primary role involves attending to the financial aspects of the
church’s operations including accounting, payroll, reporting, budgeting, and auditing.
Additionally, the Administrative Assistant is responsible for office management including, but
not limited to, building access, vendor relations, supply oversight, and postal activities. This
position requires the ability to utilize technology for record-keeping and scheduling; facilitate
ministry initiatives through organization and stewardship; and work collaboratively with other
administrative staff, pastoral staff, volunteers, and third parties.



Essential Duties and Responsibilities:
Administration and Office Management

1. Recruit and schedule volunteers to serve in various aspects of weekly ministry including
musicians, readers, AVL techs, and others.

2. Provide in office support with event coordination and execution.
3. Provide assistance with building climate control and access for events and vendors.
4. Attend weekly staff meetings.
5. Complete administrative tasks for Pastors.
6. Prepare digital and printed communications materials for leadership.
7. Prepare printed materials necessary for Sunday activities.
8. Other duties as assigned.

Finances and Accounting
1. Manage accounting operations including but not limited to contributions, invoices,

payments, reimbursements, payroll, and employee benefits.
2. Maintain financial records and databases including but not limited to bank statements,

budgets, and weekly and monthly reports.
3. Ensure compliance with federal and state tax requirements, nonprofit accounting

standards, and other relevant regulations and practices.
4. Provide assistance with the annual budgeting cycle to pastoral staff, the Board of

Deacons, and the Board of Elders.
5. Coordinate and provide assistance with the annual church financial audit.

Position Supervises:
None.

Required Qualifications:
● A clear testimony of faith in Jesus Christ and a growing personal relationship with the

Lord.
● Commitment to the vision and ministry philosophy of BCLR.
● Affirmation of the BCLR Doctrinal Statement and Membership Covenant.
● Practices the character qualities of flexibility and confidentiality.
● Minimum 2 years of administrative experience.
● Proven understanding of financial statements and basic accounting concepts.
● Strong organizational and administrative skills.
● Proven ability to communicate clearly both verbally and in writing.
● Must operate with a ministry mindset, including being able to relate well to people.
● Ability to solve problems as well as think and plan ahead.
● Ability to create, manage, and organize electronic and paper documents.
● Proven initiative and commitment to professional excellence.
● Required software skills: Microsoft Word, Publisher, Outlook, Teams, Excel.

Preferred Qualifications:
● Bachelor’s degree in Accounting, Finance, Business Administration, or similar.



● 3+ years of administrative experience in a church or nonprofit.
● Preferred software skills: Planning Center, ACS, Google Drive.

Compensation: Competitive salary commensurate on experience, qualification, and education
in addition to benefits package.


