Christus Victor Lutheran Church

Mission: Serving with Faith, Love and Open Arms

Vision: Transformation through faith in Jesus Christ
Position Title:  Administrative Assistant – Part-time
Position Summary:

Employees of Christus Victor shall carry out the duties to which they are assigned in faithfulness to the mission and vision of the church.  Employees will demonstrate commitment to continued personal spiritual and educational growth.  This position will provide secretarial and clerical support to the Office Manager in order to meet the staff and church ministries administrative needs.  The scheduled work hours will be from 15 to 20 hours per week, during regular church office hours Monday – Thursday (8:30AM to 5:30PM) and Friday (8:30AM to 12:00PM).
Universal Competencies/Expectations:

1. Demonstrates commitment to Jesus Christ/Christian lifestyle.

2. Demonstrates commitment to parishioners and church volunteers.

3. Demonstrates commitment to fellow employees at Christus Victor.

4. Demonstrates commitment to ministries of Christus Victor.

Essential Competencies/ Functions:

Maintain Servant Keeper membership information:

Record weekly worship attendance.

Update membership information (change of address, births, Baptisms, weddings, funerals, etc.).

Support the Welcoming Committee

Maintain process for welcoming and tracking visitors (mail weekly visitor letters).

Provide materials for New Members (new member packets, name tags). 

Prepare administrative office forms and materials 

Set-up and maintain office forms including check requests and reimbursements, registrations (Faith Trek, VBS, JIFY, Confirmation, etc.), Confirmation lesson sheets and worship notes, and Sanctuary materials for Joyful Servants.

Maintain distribution and inventory of church keys.

Prepare weekly bulletin (content, layout, printing, folding) and bulletin announcements.

Communication contact for the Screen Team.

Provide office coverage and communicate effectively

Provide office coverage for phones, messages, and visitors as needed.

Maintain confidentiality of congregational information.

Develop a positive working relationship with Office Manager and staff.

Communications
· Website

· E-communications
This description is intended to provide only basic guidelines for meeting job requirements.  Responsibilities, knowledge, skills, abilities and working conditions may change as needs evolve.
Education/Experience Requirements:

Previous Secretarial and clerical experience.

Strong organizational skills.

Excellent communication skills, both oral and written.  Able to communicate clearly and interact with staff, lay members, and visitors.
Ability to maintain efficient office work flow and administrative processes.
Proficient PC user, familiar with a variety of software programs including Microsoft Word, Excel and Power Point. Ability to learn and master other software programs as needed (Servant Keeper, email, websites, etc.).
Highly skilled in matters of confidentiality, sensitivity, compassion and discretion.
Physical and Mental Demands:  

Position requires ability to sit at a computer screen and keyboard for a 3-hour block of time. Must be able to maintain efficient office work flow with frequent interruptions.  Requires the ability to work with others.

Additional Requirements:

Must successfully complete a background check.

Reports to: Office Manager
Job titles that directly or indirectly report to this position:  None

Supervisor: 
Date

Chairperson Mutual Ministry
Date

Vice President Church Council 
Date
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