Winfield Baptist Church Job Description – 7.10.25 Draft 
Job Title: 	Administrative Assistant
FSLA: 		[ ] Full-Time	[x] Part-Time Hourly	[ ] Part-Time Salary 	[ ] Temporary
Purpose of the Position: The Administrative Assistant is receptionist, office manager, and financial secretary of the church. 
Major Responsibilities: (This list is not exhaustive, but it includes the main responsibilities and tasks. This job description does not state or imply that the following are the only duties and responsibilities assigned to the position.) 
I. Reception
· Be the point of first contact and connection for the church office. 
· Answer the phones & door, interacting with visitors and callers with compassion and wisdom in accordance with the mission of the church under the pastors’ direction. 
· Direct all messages & mail to the appropriate staff or department.
II. Administration
· Bulletin: Work with the staff to design and produce the weekly bulletin, online guide, and weekly announcements slideshow
· Bills: Work with the treasurer to pay regular bills in a timely manner. 
· Work with the staff to produce, print, copy, or otherwise prepare materials for ministries and programs as needed as well as any coordination or communication needed.
· Church Membership: Work with the pastors to keep an up-to-date membership list and organize flock lists. 
· Office management: 
· Maintain church records. 
· Keep supplies and office up-to-date and stocked. 
III. Bookkeeper (Under the oversight of Church Treasurer)
· Keep and manage church finances
· Prepare bank deposits
· Prepare checks
· Run payroll
· Chase Bill Reconciliation: Oversee distribution, collection, & recording of monthly reports as well as paying the bill. 
· Maintain records and communication with Treasurer
· Other bookkeeping tasks in coordination with Treasurer
IV. Miscellaneous Administration: Other miscellaneous duties as assigned, within employee’s capacity and ability, to assist the pastors. 
Job Specifications: 
Education: 		College Degree; Accounting Degree or Training Preferred
Skills & Abilities: 	Effective communication; administration, writing; accounting software 
 			experience necessary; basic computer (MS Word, Excel, Google Calendar, 
 			email); 
Contact with others:	High contact with others face-to-face, phone, or electronically
Working Conditions: 
Hours of work: 	30 hours per week, monitored monthly
Monday-Friday 9a-3p. There can be occasional flexibility to this schedule. Remote work for some tasks can be accommodated in special circumstances and must be approved by the pastor. 
Dress Code: 	Business Casual (jeans permitted). Employee should seek to be professional and modest as fits the occasion and location of work.
Vacation:	See Employee Handbook for information about vacation accrual. Time calculations for part-time hourly employees will be made clear prior to employment. 
Compensation	$18/hour
