Senior Secretary


The Senior Secretary is responsible to provide clerical support to the Office Manager and pastoral staff and to present a positive image to those who contact the church by phone or in person.

	Ministry Area/Department
	General staff/administration

	Position
	Senior Secretary

	Accountable To
	Office Manager

	Ministry Target
	Pastoral staff/church in general

	Position Is
	Paid staff

	Position May Be Filled By
	Ministering Member

	Minimum Maturity Level
	Stable, maturing Christian

	Spiritual Gifts
	Administration • Serving

	Talents or Abilities Desired
	Clerical skills such as filing and typing • Pleasant phone manner • Computer keyboard knowledge/experience • Organizational skills

	Best Personality Traits
	Dependable • Discreet • Friendly • Professional • Neat

	Passion For
	Providing clerical support to church staff and greeting church members and the public, presenting a good Christian testimony to those who contact the church office

	Length of Service Commitment
	Two years minimum


Anticipated Time Commitments

1.
Doing ministry/preparing for ministry: Minimum thirty hours per week

2.
Participating in meetings/training: minimum of four hours a month; as needed

Responsibilities/Duties

1.
Participate in staff meetings upon request.

2.
Compose or transcribe correspondence for pastoral staff.

3.
Keep accurate church records, including attendance, membership, baptismal, marriage, newsletter, special mailing lists, etc.

4. Do various typing projects and data entry.

5. File correspondence, reports, church newspaper ads, etc.

6. Apply postage; mail correspondence and newsletters.
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