Trinity Lutheran Church, 523 4% Ave SE, Jamestown, North Dakota 58401 701-252-2841
Position Title: Administrative Assistant

Hours: 30 hours per week

FLSA Status: Non-exempt

Primary Function: The Administrative Assistant provides first response support (either in person or
by telephone or electronically) to members, prospective members, visitors, and vendors who interact
with the congregation.

The Administrative Assistant also coordinates critical administrative services which allow for the
effective, efficient and compliant functioning of the congregation.

Essential Duties include:
Answering phones
Monitoring electronic messages
Personal interactions with people who enter the building
Administrative support for staff (typing, filing, copying, mail distribution)
Maintaining data bases and church records
Support staff for pastors and program staff
Other duties as assigned
Communications Tasks
Mailings and emails
Web site and social media
Worship Bulletin and worship projection preparation
Sorting Mail (eventually logging bills as they arrive)
Building/Calendar Tasks
Managing building system maintenance — coordinating with service providers
Managing building use schedule
Ordering supplies
Worship volunteer coordination
Home visitor volunteer coordination

Eventually recording memorial giving and other donor acknowledgments

Suggested skills, training and experience: Experience preferred in customer service role with an
emphasis on providing administrative or office services. Superior customer service attributes with
first response resolution mindset aimed at increasing customer satisfaction and engagement.
Effective multi-tasker who enjoys the variety of tasks associated with both customer contact and
process improvement. Skills in all MS Office Products. Ability to learn specialized congregational
database software.



