
JOB DESCRIPTION 
 

JOB TITLE: Administrative Assistant, Salem Lutheran Church (Revised 08/11/2022) 
 
JOB PURPOSE: The purpose of the Church Admin is to assist members and non-members who come 
to the church for any reason. He/she shall engage in on-going administrative support for the pastor, 
council, and the congregation. 
 
WORKING RELATIONSHIPS: The Church Admin works under the supervision of the pastor and 
executive committee (Pres, VP, Sec, Treasurer). 
 
REQUIRED HOURS:   12 - 16 hours a week, more as needed 
 
QUALIFICATIONS:   The nature of the position requires that the Church Admin be: 

1. able to maintain confidentiality 
2. have a positive outlook on life and an ability to remain in control in unusual (or crisis) 

situations 
3. have good office skills, typing, proofreading, and language skills, organizational and record 

keeping skills 
4. knowledge of computers, accounting software, and ability to use Microsoft software such as 

Word, Excel, Outlook, Publisher, and PowerPoint.  
 
DUTIES OF THE CHURCH ADMIN:  

A. To serve as receptionist and to do administrative work as needed. 
Specific Duties: 

1. Administrative assistant to pastor 
2. uphold dignity of position by dressing appropriately (knee length dress shorts, Capri or 

full length pant) being helpful, pleasant, and informative while maintaining 
confidentiality 

3. sort mail, Reply to or forward emails, handle telephone calls, take messages, greet the 
public, and serve as a resource providing information in a pleasant helpful manner 

4. see that all office trash and recycling is taken to the kitchen as needed 
5. type/design/order then mail/email correspondence and marketing materials 
6. update the congregational files regularly (births, baptisms, memberships, transfers, 

deaths, weddings, change of addresses, etc.) 
7. order office supplies and curriculum as directed (get Council Approval as required) 
8. prepare bulletins and certificates as needed for special occasions (Weddings, Funerals, 

Baptisms, etc) and proofread for accuracy 
9. keep office equipment in good repair and/or notify proper people 
10. keep monthly calendar of events current (to include electronic) and assist in 

coordinating activities and use of facilities together with committees, council, pastor, 
and custodian. Assist with Social Media. 

11. work with committee chairpersons as requested in preparing for meetings 
12. supervise use of all office equipment 
13. prepare certificates for baptism, sponsors, first communion, confirmation, new 

members, etc. 
14. support teachers, committee chair, council, etc. with any correspondence as requested 

by email/mail/ phone  
15. communicate with pastor as to illness, hospitalizations, anyone who has expressed a 

need 
16. provide assistance as necessary to create an orderly flow of church business 
17. Use Song Select (CCLI) or Sundays and Seasons when sheet music is needed 

 



 
B. Weekly 

1. Timely preparation/printing/uploading of Sunday bulletins and Power Point. Place 
bulletins in the Narthex  and print a copy of the readings (e-mail a copy to the reader if 
email is on file) 

2. Deposits: stop at Iowa State Savings Bank and retrieve the Night Deposit bag on Monday 
morning to verify count and prepare deposit(s) 

a) deposits made on the day following the worship service: 
*verify offering with the envelope 
*log financial giving into ICON software 
*prepare deposit slips for the appropriate accounts 
*verify totals with the contribution sheet recorded by counters, make 
corrections, as needed (ie: sometimes contributions come in the mail or are 
dropped in the office and are not recorded by counters) 

C. Monthly 
1. Prepare and submit Timecards to Randy Cook by the 25th for DeHammer to process 

payroll 
2. Collect reimbursement report from pastor and print check for expenses & benefits 
3. gather information, prepare, mail monthly newsletters mail/email to allow members to 

receive it by the first of the month, print about 10 extra for the Narthex.  
4. Reconcile bank statements and prepare Financial Reports, email copies of statements and 

reports to the treasurer 
5. prepare monthly agenda for the council 
6. Print checks, pay bills, record all payments on Finance Spreadsheet prior to 

Finance/Council meetings 
7. email birthdays and anniversaries to KSIB 
8. Report music use to One License based on Worship & Music spreadsheet 

D. Annually 
1. collect, prepare reports, agenda, and ballots for the annual congregational meeting and 

prepare the yearbook to be distributed after the annual meeting & reports have been 
submitted. 

2. box up previous years’ files and print labels for church boxes & next year file folders 
3. Report Music use to CCLI based on Worship & Music Spreadsheet 
4. Fill out and submit annual Synod congregational and financial reports  

 


