
 

  To be a living expression of God’s grace and justice to all creation 

 

 

Job Title:​ ​ Administrative Assistant 

 
Reports To: ​ ​ Director of Operations and Communication 

Position Type: ​ Part-Time (25 hours/week), non-exempt 

Pay Rate: ​ ​ $20.00 / hour 

 
 
Overview 

As a welcoming presence for Sherman Street Church, the Administrative Assistant 
delivers essential administrative and operational support, basic bookkeeping, and office 
organization to empower our staff and volunteer leaders in serving our congregation 
and community. 

 

Responsibilities 

 
1. Welcoming & Ministry Care 

●​ Warmly greet a diverse range of church members, visitors, and guests both 
in-person and over the phone. Provide information and direct inquiries 
appropriately. 

●​ Serve as first contact for benevolence requests; screen calls, handle sensitively 
with both empathy and boundaries, coordinate inquiries with the deacon team. 

●​ Work a regular schedule, including on-site coverage during church office hours 
(currently 10am - 3pm Mon - Fri). 

2. Communication 
●​ Manage the main church email inbox, replying to general questions or forwarding 

messages to staff. 
●​ Assemble and format congregational communication, including the church 

worship bulletin, projection slides, and weekly announcement email. 



 

●​ Keep church leaders informed of upcoming ministry events, committee 
schedules, and special requests. 

3. Finances and Reporting 
●​ Handle day-to-day data entry of checks and debit transactions. 
●​ Maintain organized filing systems for financial documentation and receipts. 
●​ Pull basic routine financial reports for staff, council, and ministry leaders as 

needed.  
●​ Assist the Finance Deacon with running quarterly giving statements. 
●​ Implement other record-keeping and financial procedures as determined by the 

Treasurer and Executive Administrator. 

4. Support of Staff and Ministry Leaders 
●​ Assist the staff with general office organization and administrative tasks. 
●​ Ordering and organizing office supplies. 
●​ Work alongside office staff and ministry teams to support church projects and 

events. 
●​ Other duties as assigned. 

 
Qualifications & Skills 

●​ Warm Hospitality: Excellent interpersonal and phone skills, with a heart for 
serving members and guests. 

●​ Communication: Clear written and verbal communication across phone, email, 
and print. 

●​ Financial Literacy: Proficient in—or willing to learn—QuickBooks and 
spreadsheet management (Excel/Google Sheets). 

●​ Organization: Strong attention to detail with the ability to manage daily office 
tasks and balance changing priorities. 

●​ Resourcefulness: Creative problem-solving skills, initiative, and ability to see 
tasks and projects through to completion. 

●​ Discretion: A high standard of confidentiality regarding prayer requests, pastor 
schedules, benevolence needs, and church financial data. 

●​ Technology & Google Workspace: Above-average proficiency with Google 
Workspace (Gmail, Drive, Docs, Sheets, and Calendar) or similar. Comfortable with 
digital document management and ability to quickly learn new web-based 
applications. Familiarity with Mailchimp, Realm, or similar tools is a plus. 

●​ Alignment: Ability to support SSC’s mission, vision, inclusion statement, and 
code of conduct. 


