Lindsay Lane Baptist Church

Job Description

Staff Ministry Assistant - B
Principle Function:
Work under the direct supervision of the Minister of Assimilation & Outreach to assist the ministerial staff in performing tasks related to their areas of ministry; such tasks include data entry, typing, preparing mailings, as well as compiling, recording, and disseminating materials and data.
Qualifications:

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

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

Must refrain from the consumption of alcohol and/or tobacco products.

Must possess efficient typing and basic computer skills (i.e. 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. Train and supervise volunteer assistants as needed and/or assigned.

3. Perform limited tasks as back-up to other ministry assistants during vacations, illness, or other absences.

4. Practice complete and appropriate confidentiality with regard to ministry situations of a personal nature and church records.

5. Keep work areas neatly maintained to include monitoring and/or inspecting rooms following ministry related use, ensuring that church facilities are appropriately cleaned and maintained.

6. Attend professional development conferences and workshops as needed or assigned.
7. Perform typing, filing, duplicating, and other clerical office tasks as needed or assigned.

8. Perform other appropriate duties as assigned.

Salary & Benefits:
Negotiable; commensurate with job knowledge and experience.  Benefits are granted as outlined in the church’s Personnel Manual.
Staff Ministry Assistant – B
Task Assignments

Daily, Weekly, and/or As Needed:
for each Pastor:

Perform typing, filing, duplicating, and other clerical office tasks as assigned.
Field and screen incoming calls to pastors’ offices (daily).
Record hospital list on phone system (daily).

for Bro. Randy Brown:

Enter names and set review dates in ACS for visitation.

Update new member board.

Assist with data entry and/or tracking new member progress through the “7 Steps”.

Record results of spiritual gifts tests.

Record member participation in volunteer ministries.

Prepare Winnable War visitation assignment sheets.

Prepare Winnable War information packets for distribution.

Enter Winnable War data into system and compare to ACS data.

Ensure camera is charged and ready for use with fresh disc before each service.
Assist directors with creating ministry flyers as needed.

Monday:
for Bro. Randy:
Input visitor and/or decision card data into the system. (priority).

Compile New Member and Visitors checklist & begin circulation (priority).
Tuesday:

for Bro. Randy:
Run searches in ACS and print visitation sheets (before noon; bi-weekly).

Wednesday:

Thursday:

for Bro. Randy Brown:

Input visitor and/or decision card data into the system. (priority).

Compile New Member and Visitors checklist & begin circulation (first priority).

Enter visitation results into ACS.
for Bro. Bradley:

Prepare new member letters.

Friday:

for Bro. Randy Brown:

Update new member orientation packets (by Sunday)

Update “WELCOME” packets throughout the building (by Sunday).

Prepare new member slide show for Sunday mornings (by Sunday).

for Bro. IV

Type sermon notes and prepare slide presentation.
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