
Office Administrative Assistant 
Peninsula Community Chapel 
 

The Office Administrative Assistant is responsible for providing professional administrative support for the 
chapel staff and coordinating tasks with the Business Administrator. 

  

Ministry Area/Department General staff/Administration 

Position Administrative Assistant 

Accountable To Business Administrator and Director of Administration 

Ministry Target Pastoral staff and congregation 

Position Is Paid hourly part-time staff (non-exempt) 

Position May Be Filled By Member of PCC (or regular attender who will commit to membership) 

Minimum Maturity Level Mature, growing Christian 

Spiritual Gifts Administration • Serving • Exhortation 

Talents or Abilities Desired Experience in secretarial and administrative tasks • Computer literate and 
accurate typing, 55+ wpm • Good organizational skills • Detail oriented • 
Pleasant phone manner • Proficient writing skills • Analytical thinker / 
Problem solver 

Best Personality Traits Dependable • Discreet • Friendly • Professional • Neat • Hardworking • 
Initiative to get things done without direct supervision • Willing to learn 

Passion For Providing administrative support to church staff, creating a welcoming 
environment, for the Gospel to be the fuel and goal of our work, 
communicating things well, and connecting people with the purposes of the 
church.    

Length of Commitment One year minimum 
  

  

Anticipated Time Commitments 
Office, Communications, & KidzMin Administrative Assistant Job Responsibilities: Range 15-29 hours/week 
in the Chapel Office 

  

  

Office Administrative Assistant Responsibilities/Duties 
1. Receive, screen, direct incoming calls. Take messages when appropriate and distribute to the 

appropriate person in a timely manner. 
2. Greet visitors/vendors and direct them to the appropriate person/place. 
3. Staff the front office during business hours, answering phone calls, taking mail, greeting visitors. 
4. Check and respond to office emails in a timely manner. 
5. Input / maintain weekly data from Communication Cards into Planning Center and Communication Card 

document. 
6. Input and maintain weekly guest information from Communication Cards on the Guest List document. 
7. Create guest lists from Guest List document for Newcomer’s Social and send invites and responses, as 

needed. 
8. Maintain Literature Rack in the hall.  
9. Make sure all items from Sunday service are put away Monday morning. 
10. Update info for Tuesday Prayer sheet and distribute. 
11. Create and oversee registration spreadsheets for events at the Chapel as needed. 



12. Make phone calls/emails as directed by pastoral staff and administrators. 
13. Communicate any office and administrative needs to the Business Administrator and kitchen and 

janitorial supply needs to the Director of Facilities and Production. 
14. Keep accurate church records. Maintain and update records on the database, Planning Center. 
15. Provide assistance to staff and volunteers on copying, cutting, labels, and other administrative needs. 
16. Prepare and maintain special projects as directed by the pastoral staff. 
17. Prepare signage and registration information for various church events.  
18. Print/Cut postcards/flyer/etc. as needed 

19. Create labels/nametags/signs/lists for events, as needed. 
20. Print/fold weekly bulletins. 
21. Assist with mass mailing, special projects (e.g. Lent Cards) 
22. Assemble binders for Bible Studies, Home Group Training, etc. 
23. Order books and prepare for sale. 
24. Prepare, maintain and send email prayer alerts and announcements for the church. 
25. Proficient in (or able to easily learn) the following software: Microsoft Office (Word, Excel, Publisher), 

Planning Center Online (Church Management Software) & Google Docs 
  
  
  
  


