
 

Job Description 

Essential Job Functions  

1. Correspond with staff, church members, first time guests, vendors, Elders, Elder Advisory Council 

Members, and staff at network churches via email, phone, regular mail and face to face to ensure a 

smooth flow of communication to and from the Lead Pastor. 

2. Recruit, train, and retain a volunteer team to assist in your workload.   

3. Manage the Lead Pastor's emails and calendar and respond on his behalf as the primary contact 

person for meetings and other scheduled commitments.  

4. Take copious notes during all meetings.  

5. Complete credit card reconciliations monthly for both you and the Lead Pastor. 

6. Attend weekly staff meetings, team building meetings, and lead team meetings.  

7. Initiate, edit, and distribute church-wide e-mail communication (e.g. On Mission Weekly Check In, 

Pastor Updates, etc.) for the Lead Pastor. 

8. Edit sermons, articles, manuscripts, and other written material as needed in support of the Lead Pastor. 

9. Setup and maintain electronic filing systems as needed to ensure easy access to important records. 

10. Collaborate with staff on projects.  

11. Utilize our database, Church Community Builder, to schedule your team, correspond with guests and 

members, and track status for follow up through process queues.  

12. Function as coordinator managing logistics for certain staff events. 

13. Ability to exercise discretion and maintain confidentiality with sensitive information. 

14. Assist with social media posts on Facebook, Twitter, Instagram and Blog 

15. Perform other duties as assigned. 

Education and Experience 
This position requires a minimum of a bachelor’s degree. The successful person in this position will be a 

strong leader with a solid work ethic, possessing strong administrative skills and a passion for people, their 

salvation and their growth in Christ.  

Position Structure and Level 
Reporting: This position reports to the Lead Pastor. 

This is a part-time position working 25 hours per week

Department: Lead Team Revision/Revision Date: A / July 2020

Title: Executive Assistant Direct Report: Lead Pastor


