
 
 

________________________________________________________________________________________ 
 
      
        .                
             
        
       
 
      
 
  
  
       
 
Primary Responsibilities:  
Provide Administrative Support to the Lead Pastor (LP) and Senior Leadership Team (SLT) of Christ 
Community Church in the following ways: 
Daily 
• General clerical, phone, calendaring, gatekeeping, and office duties for the LP and SLT. 
• Cultivate an atmosphere of generous hospitality for all who want to connect with the LP and SLT by phone, 

email, or in person. 
• Coordinate, manage, and protect the time and calendar of the LP and SLT to accomplish prioritized 

objectives. 
Weekly 
• Enter first- and second-time guest data into Planning Center and generate a list for email/letters. 
• Perform Weekly Church Management System (PCO) Data Entry and resolve any issues with workflows. 
• Coordinate with Financial Administrator to prepare emails/letters to first time contributors. 
• Provide weekly status report to LP and SLT on attendance/offerings for worship service, Children and 

Youth ministry, and Celebrate Recovery. 
• Keep record of agenda and content during staff meetings. 
Monthly 
• Credit card reconciliation for LP 
• Schedule and send reminders for Board of Directors meetings. 
• Maintain staff calendar for events, birthdays, and vacations. 
• Schedule and send reminders for supervision meetings for LP and SLT direct reports: (LP - SLT, Worship, 

Manschool, and Celebrate Recovery/Ex Pastor of Min & Ldr – Director of Children’s Ministry, 
Director of Student Ministries, Pastor of Discipleship / Ex Pastor of Admin – Communications Director, 
Financial Assistant, Admin Assistant to Lead Pastor, Facilities Manager) 

Quarterly 
• Coordinate scheduling, material preparation and distribution, day-of event/meeting logistics, and follow-up 

record-keeping (to include new members presentation Sundays) for: 
o Leadership Community Events. 
o Getting Started Membership Classes 
o Staff Fun Days 

Job Description 
Administrative Assistant to Lead Pastor 

as of December 5, 2023 

Position Category: 
� Senior Leadership 
� Pastor/Ministry Director 
� Administrator/Ministry Coach 
� Skilled Contractor 

Position Type: 
�  Full-Time (30+) 
�  Part-Time (up to 29) 
�  Intern 
�  Contract 
 

Position Length: 
� Open-Ended 
�  Term Length: 
__________________ 

Pay Method: 
� Annual Salary 
� Monthly Stipend 
� Hourly Rate 
 

Pay Rate: 
 $____________/year 
 $____________/month 
 $____________/hour 
 

Working Hours per Week:  32-40  
 
Supervised by:  
Executive Pastor of Administration 
 



Occasional 
• Manage the process for premarital counseling for LP to include assessments, appointments, and certificates. 
• Manage the overall church calendar. 
• Manage event forms and room reservations for both Internal and External events. Oversee process from 

event request form, down payment to hold reservation, set up of rooms, putting on church calendar, Ex 
Pastor of Admin approval, etc. 

• Manage the church vehicle reservations and check in/out forms for van. 
• Run background checks as needed for all Ministries. 
• Coordinate scheduling, material preparation and distribution, day-of event/meeting logistics, and follow-up 

record-keeping for: 
o Annual Staff Retreat  
o Annual Staff Christmas Party 
o Special events hosted by SLT members 
o Baby Dedications / Baptisms 
o FMC Annual Conference (if at CCC) 

Other duties as required or assigned. 
__________________________________________________________________________________________ 
Personal Abilities & Skills  

• Prior training in child safety, first aid, and crowd management. 
• Competent working knowledge and proficiency in Apple OS. ProPresenter software, Planning Center, 

and Microsoft products (Google docs and Sheets, Microsoft Word, Excel, Teams, Outlook).  
 
Spiritual Gifts & Passion Areas (in no particular order)  

• Leadership 
• Administration 

 
Personal Qualifications  

• An intimate authentic relationship with Jesus Christ. 
• A continual pursuit of integrity and a commitment to living above reproach. 
• Humility and honesty in all areas of life, even when uncomfortable. 
• Regular observance of spiritual disciplines (Bible reading, prayer, sharing the Gospel, etc.). 
• A contagious love for others, especially those who are not yet Christians. 
• Education: High School diploma or GED. 
• Experience: Served in a similar role at a church of our current size for 2+ years, or equivalent 

experience in a parachurch, missions, or non-profit organization of similar size. 
_________________________________________________________________________________________ 
I have read, discussed, and understood the contents of this Job Description and the CCC Personnel Handbook.  
My signature below affirms that I agree to them and will endeavor to uphold them to the best of my ability: 
 

______________________________________  ______________________________________ 
Employee Name (printed)     Supervisor Name (printed) 
 
______________________________________  ______________________________________ 
Employee’s Signature      Supervisor’s Signature 
 
______________________________________  ______________________________________ 
Date Signed       Date Signed 


