Our Church

Secretary Job Description

Qualifications:

1. Love for the Lord and a willingness to support the ministries of Our Church.

2. Proficient in Microsoft Office—especially Word and Publisher.

3. Knowledge of office equipment and machines.

4. Ability to give gracious assistance to staff, members, and guests of Brookside.

5. Ability to effectively communicate both verbally and in writing.

6. Ability to be well-organized.

Purpose:

The secretary is accountable to the Administrator for effectively providing administrative assistance for the ministry staff and volunteers (20 hrs./wk., 4 days/wk.)

Duties and Responsibilities:

1. Organize recurring and incoming announcements for Our Church, and produce the Worship Folder and Ministry Update each week.  Manage outside requested announcements as appropriate.

2. Assist Worship Coordinator with preparation of Power Points.

3. Distribute incoming mail, packages, and faxes.

4. Maintain supplies including ordering stamps, office supplies, staples/toner and paper.

5. Assist members in borrowing tables and chairs that are available for loan.

6. Assist with updating and maintaining member mailboxes.

7. Assist members with the use of office equipment such as phones, imager, laminator, folder, media duplication, fax, and server restart.

8. Assist in organizing the computer photo drop box and z box.

9. Be responsible for the printing of the newsletter and ministry brochures.

10. Receive people in person or on the phone in the absence of a Welcome Center volunteer.

11. Assist with secretarial tasks such as typing minutes, preparing mailings, formatting brochures and bulletin graphics, etc.

12. Handle petty cash.

13. Assist staff as able with requests for help.

14. Secure the facility as necessary.

15. Other duties as assigned by supervisor.

