Lindsay Lane Baptist Church

Job Description

Receptionist

Principle Function:
Work under the direct supervision of the Minister of Assimilation & Outreach to cheerfully and cordially greet/host individuals who contact the church by telephone, personal visit, or other means and to respond to callers by answering questions, giving directions, or directing them to appropriate church staff, ministry leaders, and/or other organizations as appropriate.
Qualifications:

A professing Christian who adheres to the doctrine and theological teachings of Lindsay Lane Baptist Church.

 
Must present neat, professional, and well-groomed personal appearance, coupled with cheerful, friendly, outgoing personality; possess good organization, communication, and people skills; able to work well with others.

Must refrain from the consumption of alcohol and tobacco products.
Must possess efficient typing and basic computer skills; word processing and email
Work Schedule (Full-Time):
Monday through Friday 8:00 a.m. – 5:00 p.m.

Job Duties:

1. Maintain a high level of spiritual influence and testimony.

2. Answer telephone and direct calls as appropriate.

3. Respond appropriately to persons making inquiry via telephone or personal visit.

4. Cordially greet and direct people on/around the church campus.

5. Collect, sort, distribute, and process incoming and outgoing mail.

6. Operate photo copy and fax machines.

7. Recording, typing, and filing as assigned.

8. Work as an assistant to the ministerial staff.
9. Notify various ministry teams and/or committees of meeting dates/times.

10. Keep office and other work areas neatly maintained.  
11. Attend professional development conferences and workshops as needed or assigned.

12. Perform other tasks as assigned.

Salary & Benefits:
Negotiable; commensurate with job knowledge and experience.  Benefits are granted as outlined in the church’s Personnel Manual.
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