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Job Description
Administrative Assistant
(Ministry Assistant Level 3)
Operations/Administrative

	Date:  10/13/2026
Rev: 



TITLE: Ministry Assistant Level III (Operations/Administrative)
CLASSIFICATION: Full-Time
PAY CLASSIFICATION: Hourly/Non-Exempt
STAFF CLASSIFICATION: Support Staff
REPORTS TO: Executive Director of Operations 

[bookmark: _Hlk95481946]SUMMARY:  This position is for a highly motivated Christ follower that will work independently and collaboratively to reach both believers and non-believers with creativity, fun and excellence as we pursue the vision, mission and goals of Life Church.  We desire everyone to live a BOLD life in Jesus Christ, and this role will help those we serve take their next faith step for life transformation.  
While the Ministry Assistant III provides high-level administrative support to the Executive Pastor and Younger Church ministries through process and procedure adherence and event coordination, general office/clerical and operations support will also be required.
As job descriptions cannot always list every task and request related to the position, this individual will also perform other duties as assigned.

PERSONAL EXPECTATIONS: 
	1.
	As leaders, all Life Church staff are expected to demonstrably model Christian beliefs and practices (Bible reading, prayer, worship attendance, group involvement, ministry engagement, tithing, discipling relationships, evangelism, etc.).

	2.
	All staff will adhere to the Life Church values as stated in the Employee Handbook; Creating BOLD Fun, Expressing BOLD Love, Pursuing BOLD Change, Sharing BOLD Stories. 

	3.
	In order to be a fully effective team member at Life Church, it is our preference that every employee be on campus on Sundays, attend worship and become a Partner of Life Church.  Any employee that is not a Partner of Life Church should attend services regularly at their respective church and conduct themselves in accordance with Biblical principles in and out of the workplace so that their actions will not negatively impact Life Church or the Gospel message of Jesus Christ. 

	4.
	Life Church staff are expected to perform their duties and responsibilities ethically. All staff must carefully follow all laws and regulations and have the highest standards of conduct and personal integrity. 

	5.
	Discussing confidential material with any individual (whether employed by Life Church or not) who are not employees or employees who do not have a need to know the information is prohibited.

	6.
	Each employee will strive to live a BOLD Life in Jesus Christ.

	[bookmark: _Hlk89179392]7.
	Maintain God-ordained priorities in your life by putting Jesus Christ first, your spouse second, your children third and the ministry fourth.

	8.
	Be loyal to the purpose, vision, beliefs, values, and staff of Life Church.

	9.
	Maintain the staff relational values of; Fun Vibe, One Team, Believes the Best, Hard Conversations and Vent Up.

	10.
	Take one day per week off to observe Sabbath.  Maintain personal time with God and in the Word.

	11.
	Give at least 10% of your income to the mission of Life Church, if partner or regular attender.




ALL STAFF RESPONSIBILITIES:
	1.
	Work produced meets expectations in regard to instruction, accuracy, thoroughness, presentation, quantity and quality.

	2.
	Stays on task in spite of distractions and interruptions.  Efficient use of time is reflected in work productivity.

	3.
	Accepts responsibility for quality and timeliness of work without making excuses or blaming others.

	4.
	Performs routine tasks with direction and takes initiative.

	5.
	Offers new ideas and suggestions.

	6.
	Helps with other’s workloads when needed (i.e. but not limited to all staff workdays, vacations).

	7.
	Works well with other staff and ministries.  Is a team player.

	8.
	Minimizes waste of supplies or misuse of equipment and resources.

	9.
	Keeps casual conversations to a reasonable minimum.



JOB SPECIFIC RESPONSIBILITIES: 
	1.
	Provides high-level administrative support and assistance to the Executive Pastor, Younger Church, and the Operations Ministry.

	2.
	Represents the Executive Pastor in correspondence with staff, members of the church, other churches, and the community at large, as required.

	3.
	Serves as a gatekeeper to the Executive Pastor, while ensuring others are served in a friendly and efficient manner.

	4.
	Supports Younger Church event coordination through event calendaring, event forms, supply ordering, and purchase requisitions.

	5.
	Creates the Teaching Pastor’s sermon assets as needed.

	6.
	Performs clerical and administrative tasks, including but not limited to maintaining files, drafting letters, posting memos, proofing drafts, generating reports, and creating processes and procedures.

	7.
	Supports meetings by preparing invites and reminders, ensuring space setup, coordinating meals, preparing agendas and other supporting documents, taking meeting minutes, and ensuring meeting follow-up is actioned.

	8.
	Assists the Executive Pastor with special projects and initiates special projects when appropriate.

	9.
	Manages external events in partnership with the Executive Director of Operations.

	10.
	Receives and triages general Life Church communications by phone and email for content, distributing information to appropriate staff, and speaking on behalf of the Executive Pastor as appropriate.

	11.
	Manages office supply ordering to ensure timely procurement, cost efficiency, and consistent availability of essential materials for daily operations.

	12.
	Performs additional duties as assigned.



This role may evolve over time should ministry operations create and/or necessitate growth opportunities. The current projected areas of responsibility and their estimated average proportions of daily assigned and self-directed tasks are as follows:
 
Executive Pastor Support				50%
General Office & Operations Support 		25%
Younger Church Event Coordination			15%
External Event Management				10%


QUALIFICATIONS/ SKILLS/ATTRIBUTES: 

	· Christ Follower
· Degree or equivalent experience in Business Administration, Organizational Leadership, Communication, or similar
· 3+ Years experience in similar role
· High level of professionalism, responsibility, trust, and confidentiality
· Excellent organizational skills and attention to detail
· Exceptional time management skills with the ability to work in processes and meet deadlines
· Excellent verbal and written communication skills
· Full working knowledge of Microsoft Office Suite (with ability to learn other software) 
· High intuitive understanding of web-based administrative management systems




RELATIONSHIPS: 

	· Reports directly to the Executive Director of Operations and indirectly to the Executive Pastor.
· Works directly with Younger Church Pastors and Leads 
· Interacts with other staff and volunteers as needed.







____________________________________			_____________________
Employee Signature							Date
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