Application for Administrative Assistant
Winfield Baptist Church Employment Application Form
Thank you for your interest in serving as Administrative Assistant at Winfield Baptist Church. Please fill out this application form completely and return it to the church office by the specified deadline. All information provided will be kept confidential and used solely for the purpose of evaluating your qualifications for this position.
Personal Information
· Full Name: _______________________________________________
· Date of Birth: _____________________________________________
· Address: _________________________________________________
__________________________________________________________
· Phone Number(s): _________________________________________
· Email Address: ____________________________________________
Position Information
· Position applied for: Administrative Assistant
· Date you are available to start: ____________________________
· Would you have any issues with the prescribed schedule (M-F, 9a-3p)? ☐ Yes   ☐ No If “Yes” please explain: ________________________________________________________
Education
· High School Name: ________________________________________
· Location (City/State): _____________________________________
· Did you graduate? ☐ Yes   ☐ No
· Year Graduated: __________________________________________
· College/University: ________________________________________
· Location (City/State): _____________________________________
· Degree/Diploma: _________________________________________
· Field(s) of Study: _________________________________________
· Other Education/Training: _________________________________
· Specific Training/Experience in accounting: _____________________________________
Employment History
Please list your last three positions, beginning with your most recent employment. Attach an additional sheet if necessary.
Most Recent Employer
· Company Name: __________________________________________
· Location: _________________________________________________
· Position/Title: ____________________________________________
· Start Date: ____________________   End Date: ____________________
· Supervisor's Name: _______________________________________
· Supervisor's Contact: _____________________________________
· Reason for Leaving: ______________________________________
· May we contact this employer? ☐ Yes   ☐ No
· Description of Duties:
____________________________________________________
____________________________________________________
Previous Employer #2
· Company Name: __________________________________________
· Location: _________________________________________________
· Position/Title: ____________________________________________
· Start Date: ____________________   End Date: ____________________
· Supervisor's Name: _______________________________________
· Supervisor's Contact: _____________________________________
· Reason for Leaving: ______________________________________
· May we contact this employer? ☐ Yes   ☐ No
· Description of Duties:
____________________________________________________
____________________________________________________
Previous Employer #3
· Company Name: __________________________________________
· Location: _________________________________________________
· Position/Title: ____________________________________________
· Start Date: ____________________   End Date: ____________________
· Supervisor's Name: _______________________________________
· Supervisor's Contact: _____________________________________
· Reason for Leaving: ______________________________________
· May we contact this employer? ☐ Yes   ☐ No
· Description of Duties:
____________________________________________________
____________________________________________________
Skills and Qualifications
· Computer proficiency (please check all that apply): ☐ Word   ☐ Excel   ☐ PowerPoint   ☐ Email   ☐ Database   ☐ Acct. Software   ☐ Other: ____________
· Office Equipment Experience (copier, printer, etc.): ☐ Yes   ☐ No
· Other special skills or certifications:
____________________________________________________
____________________________________________________
Church Involvement and References
· Are you a member of Winfield Baptist Church? ☐ Yes   ☐ No
· If not, are you willing to become a member? ☐ Yes   ☐ No
· List any ministries or volunteer roles in which you have participated (at Winfield or elsewhere):
____________________________________________________
____________________________________________________
· Why do you wish to serve as Administrative Assistant at Winfield Baptist Church?
____________________________________________________
____________________________________________________
· Personal Reference #1
· Name: ________________________  Relationship: ____________________
· Phone: ________________________  Email: __________________________
· Personal Reference #2
· Name: ________________________  Relationship: ____________________
· Phone: ________________________  Email: __________________________
· Professional Reference
· Name: ________________________  Relationship: ____________________
· Phone: ________________________  Email: __________________________
Background Information
· Have you ever been convicted of a felony or misdemeanor? ☐ Yes   ☐ No
· If yes, please explain: ___________________________________________
· Are there any charges currently pending against you? ☐ Yes   ☐ No
· Have you ever committed or been accused of sexual abuse or assault?  ☐ Yes   ☐ No
· If yes, please explain: ___________________________________________
· Have you ever been banned from or asked not to work with/around children ☐ Yes   ☐ No
· If yes, please explain: ___________________________________________
· Are you willing to submit to a background check  ☐ Yes   ☐ No
Applicant Statement
I certify that the information contained in this application is true and complete to the best of my knowledge. I understand that any false information or omission may disqualify me from further consideration for employment and may result in my dismissal if discovered at a later date. I authorize investigation of all statements contained herein and the references listed to give you any and all information concerning my previous employment and any pertinent information they may have.
Signature: ___________________________________   Date: ___________________
Equal Opportunity Employer Statement
Winfield Baptist Church provides equal employment opportunities to all applicants and employees without regard to race, color, national origin, age, disability, or any other protected status in accordance with applicable federal, state, and local laws.
Submission Instructions
Please return this completed application by August 17, 2025 to:
Winfield Baptist Church Office
12902 Winfield Rd. Winfield, WV 25213 
Or email to: 
Pastor Andrew: pastorandrew@winfieldbaptistchurch.com 
or 
Tommy Michels: tommymichels48@gmail.com 
For any questions regarding this application or the Administrative Assistant position, please contact Pastor Andrew or Tommy Michels.
We appreciate your interest in joining the ministry team at Winfield Baptist Church. 

