Lindsay Lane Baptist Church

Job Description

Staff Ministry Assistant
Principle Function:
Work under the direct supervision of the Minister of Education & Pastoral Care to assist the ministerial staff in performing tasks related to their areas of ministry; such tasks include 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. Maintain records and files for the educational ministries of the church and prepare reports as requested.

3. Compile literature orders; open, check and prepare literature for distribution.
4. Train and supervise volunteer assistants as needed and/or assigned.

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

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

7. 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.

8. Attend professional development conferences and workshops as needed or assigned.

9. Type documents, prepare mailings, compile data, run errands and perform other such 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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