
Administrative Assistant 
Highland Park First Baptist Church 

Job Description 

Overview 

Highland Park First Baptist Church in Louisville, KY (J-town area) is looking to hire an Administrative Assistant. 
The work schedule will be Monday-Friday, 30 hours per week. Experience in a related field and/or college 
training in office administration is preferred but not required. A competitive hourly wage will be calculated 
based on expertise, experience, and training.  

Identity and Vision of Highland Park FBC: 

“Highland Park is a community of faith continually being formed by the unchanging word of God, engaging in the worship of 

God, and pursuing the mission of God by the power of the gospel of Jesus Christ.” 

Qualifications and Expectations 

The church is a diverse community made up of many living parts united as one body by common faith in the Lord 
Jesus. In spite of our diversity, we pursue the same goals of discipleship, worship, and the spread of the gospel of 
Jesus Christ to a lost world. By assisting in the administrative efficiency of the church and its ministries, the 
Administrative Assistant plays a vital role in the life of the church in pursuit of these goals. Therefore, the 
Administrative Assistant should understand his/her role as one of participating in, promoting, and helping to 
sustain the identity and vision of the church. His/her own personal commitment to Jesus Christ as Lord should fuel 
his/her desire to serve the church with excellence while demonstrating the Fruit of the Spirit in all relationships 
and communication. The Administrative Assistant will serve the entire church, especially the pastoral staff and 
staff ministry directors. The Administrative Assistant will be under the direct supervision of the Lead Pastor. 

In order to maximize his/her effectiveness, the Highland Park Administrative Assistant should exemplify skills 
and excellence in the following areas: communication, organization, computer information, dependability, and 
integrity. 

1. Communication 

The Administrative Assistant will... 
• Answer the church phones during business hours, Monday through Friday in a professional cordial 

manner. 

• Make regular phone calls to members and visitors for various reasons as assigned. 

• Write letters and emails to church members and visitors as assigned. 

• Serve as a receptionist to people coming into the church office. 

• Stay current on all tasks by communicating clearly and frequently with other church staff 
personnel, striving to follow all instructions and complete all assignments with excellence. 

• Communicate with committee chairpersons and ministry leaders for the purpose of assisting them in 
completing their responsibilities. 



2. Organization 

The Administrative Assistant will... 
• Maintain various church calendars, including ministry calendars, facilities usage calendars, church van 

usage calendar, and pastoral staff appointment calendars. 

• Maintain an organized filing system (digital and physical) of important paperwork and records. 
• Assist in the tracking of weekly attendance through the distribution of attendance sheets and 

the regular entry of attendance records into the church membership database. 

• Maintain the church membership database, including updating of member information, tracking 
contributions, assigning contacts to appropriate parties, etc. 

• Maintain accurate financial records through debiting and crediting appropriate budget line items and 
accounts in the financial database to reflect expenditures and receipts. 

• Close out the year in the financial database and provide annual contribution statements through the 
church database. 

• Make the deposit of the weekly offering at the church’s bank. 

• Receive and sort all incoming mail and packages. 

• Sort and send all outgoing mail. 

3. Computer Information 

The Administrative Assistant will... 
• Have the ability to utilize database software for both finances and people. Experience in 

Fellowship One and/or ACS database systems is preferred but not required. 

• Be proficient in email communication using Microsoft Exchange and Outlook. 

• Be proficient in Microsoft Office applications (Word, Excel, PowerPoint, Outlook, Publisher). 

• Be responsible for the production of flyers and brochures promoting church ministries and events. 

• Be responsible for the production of the weekly Sunday worship bulletin. 

• Be able to update the church website as needed. 

4. Dependability 

The Administrative Assistant will... 
• Be expected to maintain regular office hours. 

• Be expected to complete all regular and assigned tasks on time and without frequent reminders. 

• Be counted on to relay all messages in a timely and sensitive manner. 

5. Integrity 

• Given the nature of a church office and the ministry needs that arise there, the Administrative 
Assistant will inevitably hear and be expected to relay sensitive information. Therefore, 
confidentiality is absolutely essential. 

• The Administrative Assistant handles the weekly offering, petty cash, and important financial records. 
The Administrative Assistant must therefore be a trustworthy and honest person. 

* The above list is representative of many of the kinds of tasks and responsibilities that the 
Administrative Assistant. Other duties may be assigned on a regular basis. 


