
Administrative Receptionist 

Full-Time, Exempt 

Reports to Director of Operations 

Primary Role:  To execute the vision of the church through receiving members, guests, and visitors in-person 
and by phone while offering administrative support. 

Primary Duties: 
o Receive all incoming phone calls and visitors and direct to the appropriate place
o Maintain church calendar, door access/schedule, HVAC schedule, building/room requests and

communications requests
o Oversee “Care” (hospital, homebound, etc) information and create “Prayers of the People”
o Assign Guest Ministry follow-up
o Provide administrative support to Business Manager
o Maintain membership database and create reports as needed
o Monitor and maintain all phone, fax, mail and general information request emails
o Support all ministries (staff and volunteers) in need of printing, folding, cutting, binding and mailing
o Support for Family Ministry and Communications
o Maintain and order church and office supplies
o Maintain office equipment and coordinate repairs
o Other duties as assigned

Education Requirements:  H.S. Degree and/or G.E.D. required, Associates or B.A. preferred.  

Qualifications:   
o Love for God and people expressed through a personal relationship with Jesus and willingness to be 

bound by ECO essential tenets.
o Welcoming, hospitable presence able to connect with people quickly and efficiently
o Attention to detail, natural multitasker, excellent communication and able to keep confidential 

information
o Team player eager to serve multiple areas at once while negotiating priorities
o Strong work ethic and willingness to accomplish tasks on time in a professional manner
o Be familiar with and/or willing to learn and become proficient with Excel, Word, Power Point, Canva, 

database, Constant Contact, etc.
o Able to work Monday through Friday (8:45 am – 4:45 pm).  Sunday morning hours available.

Apply by sending resume to Cheryl Holland @ cholland@bonpres.org


