
 
Administrative Assistant Job Description 

Requirements 
Smyrna Presbyterian Church (the “Church”) is a religious employer and the Administrative Assistant 
position serves a core ministerial function of the church as defined under “Job Responsibilities” below 
that assist the Pastors, Church Staff, Session, Diaconate and Committee members in carrying out the 
mission statement of Smyrna Presbyterian Church. As such, to be eligible to hold the position of 
Administrative Assistant, one must: 

1. Have a personal relationship with Jesus Christ 
2. Affirm their agreement with the Church’s Statement of Faith as approved and amended from 

time to time by the Session of the Church;  
3. Affirm their agreement to abide by the Church’s Code of Christian Conduct as approved and 

amended from time to time by the Session of the Church; and  
4. Faithfully attend and support a local church whose beliefs are in agreement with those of 

Smyrna Presbyterian Church.  
 
Objective 
To perform the administrative, communicative, and design duties required in the execution of all 
ministries of Smyrna Presbyterian Church 

 
Purpose 
Consistent with Romans 12:9-15 and Ephesians 4:11-12, the Administrative Assistant is responsible for 
effective and efficient performance of administrative duties required to carry out the mission statement 
of Smyrna Presbyterian Church. 

 
Job Responsibilities 

1. Seek to be a role model in attitude, speech, and actions in a consistent daily walk with Jesus 
Christ. 

2. Show by example the importance of Scripture memorization, Bible study, prayer, witnessing, 
and Christian fellowship. 

3. Be prepared to explain the church’s religious beliefs and practices to visitors and callers. 
4. Be always ready to assist (and/or pray) with those who contact the church in need. 
5. Follow Matthew 18 principles in addressing issues with church members, officers, and staff. 
6. Greet and assist all visitors to the church office. 
7. Answer the telephone. 
8. Process all incoming and outgoing mail and email. 
9. Prepare correspondence and miscellaneous documents as needed by church staff (and 

committee members as it relates to one’s duties). 
10. Prepare and mail member giving statements. 



 
Administrative Assistant Job Description 

11. Create and prepare member communications, such as weekly bulletin, newsletter, monthly 
newsletter, promotional materials, etc.  

12. Develop ways to communicate church vision and ministry through various medias to both 
members and visitors.  

13. Update the church website and sermon audio with needed information.  
14. Coordinate with Covenant Christian School administration on school use of facility.  
15. Maintain the church calendar and bulletin boards. 
16. Maintain (in coordination with clerk of Session) church records via church management 

software. 
17. Order office and maintenance supplies as needed.  
18. Keep appropriate ministerial staff, session, deacons, and other committee members informed of 

needs and ministry opportunities within the congregation and community. 
19. Assist the Diaconate with all Church budget reports and accountability. 

 

Nature and Scope 
1. The Administrative Assistant will report to the Senior Pastor. 
2. This position will require approximately 35 hours per week. 
3. The Administrative Assistant will work in an indoor, climate-controlled environment.  
4. Most time is spent in a seated position and there is frequent opportunity to move about.  There 

may be a need to move or lift light articles. 

 
Qualifications 

1. Possess strong written, verbal, and organizational skills. 
2. Possess excellent people skills and a friendly, positive demeanor. 
3. Exercises discretion, mature judgment and professionalism at all times 
4. Ability to work independently with minimal direction. 
5. Ability to handle multiple tasks at once and give attention to detail. 
6. Aptitude for creative design.  
7. Possess knowledge and proficiency in Microsoft Office tools (Word, PowerPoint, Excel). 
8. Experience in Adobe Creative Cloud (InDesign), Church Management Software, and Website 

Maintenance preferred.   
9. Familiarity with social media platforms is a plus 
10. College degree and 3-5 years of similar positional experience preferred.  

 
Interested candidates may send cover letter and resume to: info@smyrnapres.org 
 

 

 


