
 

Business Administrative Assistant 
Job  

Description 

 

 

Position Description; Scope of the role: 
 

 

This position serves as the church office receptionist and is responsible for carrying out timely 
communication in various methods. 
 

This is a full-time position Monday through Friday with a competitive salary and benefits. 
 

The Business Administrative Assistant will report to the Business Manager. 
 

 

 

Main Responsibilities and Duties: 
 

 

This list is intended to indicate the general nature and level of work to be performed and is not designed 
to be interpreted as an exhaustive listing of all tasks required of this position. 

 Serve as the church office receptionist. Responsible to greet and welcome all visitors, staff, 
congregation members to Lutheran Church of Our Redeemer.  Answer and direct all calls and 
messages to the appropriate person. 

 Responsible for timely communication including mail, email and social media of worship links, 
newsletters, special notices and other church related information. 

 Create and print material for worship including but not limited to bulletins, inserts and reports. 
Ensure appropriate copyright usage. 

 *Records ministerial acts, keeps membership records and files all reports required of the 
pastors. 

 *Maintains Membership Database and Online Directory. 

 Maintain church website. Responsible for social media posts and schedule and post live stream 
events. Maintain and keep the church calendar. 

 Responsible for graphic designs for worship, newsletter, website and social media 
communications. 

 Maintain schedules of events and functions and notify appropriate staff. 

 Participate in weekly staff meetings. 
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 Provide clerical support to Pastors and support Business Manager and staff 

 Create and disseminate advertisements of events and volunteer opportunities. 

 Prepare annual report by collecting and organizing information. 

 Responsible to purchase and maintain inventory of standard church supplies. 

 Provide recommendations to budget. 

 Receives and sorts incoming mail and deposits outgoing mail at the post office before daily mail 
deadline. 

 

 

Skill Requirements: 
 

 

Excellent face-to-face communication skills and a working knowledge with Microsoft Office are a 
necessity, with a willingness to learn other computer programs utilized by the church. 
 

 

*Awaiting formal approval. 


