
JOB POSTING 
 

Office Assistant 
Grace Lutheran Church 

 
SUMMARY OF DUTIES: The Office Assistant will assist the Pastor and serve as part of the 
Grace ministry team by staffing the church office during core hours, maintaining the parish 
records, and fulfilling clerical and reception responsibilities as assigned. 
 
QUALIFICATIONS: Possess the ability to work cooperatively and as a team with members of 
the staff and the congregation; possess strong interpersonal skills, possess an ability to receive 
directions and carry out instructions; possess an ability to keep confidential what transpires in the 
office; be proficient in Microsoft programs and desktop publishing; possess office organizational 
skills to manage the office and the work load. Familiarity with liturgical worship and an 
awareness of the theology, practices, and organization of the Lutheran church are higly desirable, 
but not required. 
 
TO WHOM RESPONSIBLE: The Pastor & Executive Committee of the Congregation Council. 
 
RESPONSIBILITIES: The duties of the Office Assistant shall be: 

1.) Reception: To serve as the face of Grace Lutheran Church during core hours throughout 
the week, receiving visitors coming into the building and sending them to the appropriate 
places as needed. 
 
To receive all phone calls and email, take messages and forward calls and requests to the 
appropriate person. 
 
To collect mail and packages, sort mail and send mail and e-mails as needed for operation 
of church ministries. 
 
To manage requests for assistance from the Pastor’s Discretionary Fund, consulting with 
social workers regarding documentation for each request, and maintaining the checkbook 
register and filling out checks for approved requests. 
 
To serve as a main contact point and interface with Hospitality for event planning, 
including funerals, weddings and special services such as Thanksgiving eve. 
 

2.) Preparation for Worship:  
To ensure that the narthex and sanctuary are prepared for worship by updating each week 
the name tag cart, visitor’s log, children’s clipboards, hearing aids, publications for 
distribution, posters and volunteer clipboards and pew registers, and special seasonal 
needs. 
 
To provide clerical support in preparing worship leaders’ materials for Pastor and 
assisting ministers. 
 



3.) Records Maintenance: To maintain the official records of the parish under the 
supervision of the Pastor (both written and digital) and to generate reports using 
membership data, including mailing labels for ministry purposes, and an archive of 
bulletins and newsletters. 
 
To track visitors and generate welcome letters, and to enter visitors and newcomers into 
the database as they indicate interest in Grace’s ministry based upon information they 
provide or as received from the Grace ministry team. 
 
To distribute Church Council minutes and materials and to keep the communications 
bulletin board current with up-to-date minutes from council and various committees, and 
file minutes for permanent record. 
 

4.) Office Support: To maintain the church office, which includes filing, ordering supplies, 
distributing church keys and maintaining a log of the same, cataloging facilities usage 
requests, and weekly counts of attendance. 
 
To maintain operational contracts and subscriptions, including the maintenance and 
supply schedule of the office’s main printer/copier. 
 
To work as a team with the Director of Youth and Congregational Life in providing 
requested information for the newsletter and website. 
 
Maintain the congregational and staff calendars. 
 
Attend weekly staff meetings (during office hours). 
 
Assisting the pastor in carrying out administrative responsibilities. 
 

5.) Other duties, as assigned, by the Pastor or the Executive Committee, as time permits. 
 
HOURS: 25 hours/week following a published regular schedule during core office hours 
(currently 9 am to 2 pm). 
 
Please submit resume and references to Grace Lutheran Church at pastor@glccu.org or call the 
office at 217-356-6232 with questions. 


