Cumberland First Baptist Church





Position:    Administrative Assistant 

As is common practice among communities of faith, and due to matters of confidentiality, we will seek applicants to fill this position from beyond the participating body of Cumberland First Baptist Church.

The successful candidate for this position will demonstrate superb proficiency with computer-based technology and media, and possess excellent people skills.
Duties and Responsibilities:

· Supplies a variety of administrative and technical support to the Pastors and the church body.  Prepares letters, documentation from written or verbal request.
· Screens incoming telephone calls, provides requested information, takes messages or redirects inquiries to responsible party,  receives and assists visitors

· Maintains membership and family directory and appropriate data base and maintains email data list.  
· Performs general filing duties as necessary to maintain church records and correspondence.   

· Distributes incoming mail and correspondence.

· Maintains the church master calendar.

· Responsible for requisitioning office supplies, equipment, printing, and other services.  Ensures basic office supplies are maintained in sufficient quantity and within budget.  
· Prepares and emails weekly prayer concerns, special prayer concerns, and any additional information as directed.  

· Prepares weekly bulletin inserts of the church schedule, upcoming events, birthday/anniversary reminders, and other pertinent, time-sensitive information, in conjunction with the pastors.  

· Prepares and distributes bi-monthly newsletter or as required.  

· Orders flowers for funerals and extended hospital stays when directed.  

· Maintains confidentiality as appropriate.  

· Directs inquiries to C.O.M.E. ministry and pre-school operations and limits involvement to the minimum.

· Performs other duties as assigned.

· Reports to the Minister of Discipleship and Mission.  
Position  Requirements and Salary:  

· Ability to interface with others in a friendly and professional manner.  

· Proficiency in Microsoft Office with emphasis on Word, Excel, and PowerPoint.  

· Excellent understanding of computers and IT equipment.

· Knowledge of basic office systems.
· Ability to work with limited supervision.
· This position is for 31.25 hours per week (Monday through Friday, 9:00 AM-12:00, 12:45-4:00 PM) and additional details are outlined in the Personnel Guidelines.  

· Salary is:   $19,500 annually.
Please email all inquiries and resumes with references to cumberlandfirst@comcast.net 
or fax to 317-894-2645

