
Webster Presbyterian Church
JOB DESCRIPTION

JOB TITLE:  Secretary    
WAGE/HOUR STATUS: Non-Exempt
REPORTS TO: Pastor/Head of Staff  
PAY RATE:  Hourly as set in offer letter
DATE REVISED:     07/11/2013  
WORK HOURS: Mon through Thus;  9:00 a.m. - 4:00 p.m. 
  . 

                                                                . 
Primary responsibility for supervision and direction for the Secretary lies with the Pastor (secondary responsibility lies with the Associate Pastor[s]).  This position provides secretarial/clerical service for the Pastoral Staff and performs numerous other office functions.

Duties require competency/proficiency in various computer software programs, including but not limited to Automated Church Systems (ACS), Microsoft Office, Microsoft Word, Excel, Outlook, Access, and Publisher.

EDUCATION
· High School Diploma

PREFERRED SKILLS AND EXPERIENCE
· Experience with computer network systems

· Experience in general office work, filing systems, and procedures
· Ability to communicate and cooperate with a wide variety of staff, church committee and board members, volunteers, and church members as well as outside entities, such as vendors

· Attention to detail, accuracy of transactions and records

· Capable of multi-tasking

· Ability to follow processes, procedures, and methods and implement improvements 

PRIMARY DUTIES AND RESPONSIBILITIES (including but not limited to the following)
1. Administrative/Secretarial/Clerical
a. Serve as church office and telephone receptionist

b. Perform secretarial/administrative duties for Pastoral Staff

c. Manage church calendar and meeting room reservations, and coordinate room set-ups

d. Produce worship service bulletins for Sunday, Special Services, and Memorial Services
e.  Provide limited clerical support for Session committees, Clerk of Session, Board of Deacons, and Christian Education

f. Order/maintain office supplies at appropriate levels 
g. Develop, maintain and manage electronic and hard copy filing systems as necessary

h. Manage incoming and outgoing mail (monthly newsletter, other bulk mailings)

i. Maintain list of volunteers for office duties

j. Prepare and send official Church communications including donation acknowledgements, “Request for Transfer” letters, Certificates for Elder and Deacon Installation and Ordination, etc.)

k. Order Church Flowers

l. Point of contact for office visitors and members

m. Maintain bulletin boards

n. Maintain current lists of Session members, Board of Deacons, and Trustees; preserving historical data complete with classes in which individuals served

o. Maintain email groups for various entities, including but not limited to, Session and Board of Deacons 

p. Coordinate various print jobs and mailings with ministry leaders

q. Send all-church emails as requested by Elders, Deacon Board Moderator, or Pastors, using either standard email or Constant Contact (as requested)
r. Program the wording of the outdoor sign
2. Pastoral Care

a. Serve as first contact for Prayer Chain and Deacons, in consultation with Associate Pastor responsible for the Care ministry
b. Send out (via email) daily prayer requests to Circle of Pray-ers

c. Refer wedding inquiries to the Pastoral Staff and Church Wedding Coordinator

d. Provide first contact for community assistance requests

e. Make arrangements for baptisms

f. Coordinate memorial service arrangements with the Officiating Pastor and the Board of Deacon’s Immediate Care Team

3. Information Systems and Electronic Records
a. Fluent in common computer applications such as Microsoft Office, Microsoft Word, Excel, Outlook, Access, and Publisher.
b. Manage/maintain membership database (ACS) regarding worship/church school attendance, births, baptisms, transfers in/out, weddings, deaths, etc.

4. Buildings & Grounds
a. Maintain contact  information for equipment/campus service and repair contractors
b. Serve as campus point of contact for service/repair contractors 
c. Coordinate routine maintenance as necessary or as directed by Session committees

d. Serve as primary point of contact for janitorial service

e. Manage building door keys and distribution (check in/out) 

f. Provide fire department interface for administration/education building alarm system

g. Pick up Sanctuary on Monday Morning

EQUIPMENT USED

Telephone system,Typewriter, computer, printer, copier, calculator, folding machine, postage machine, laminator and fax machine.

WORKING CONDITIONS

• Mental Demands
· Reading; ability to communicate effectively (verbal and written); ability to operate computer

· Working in an office environment with numerous interruptions 
· Ability to operate multiple types of office equipment
· Maintaining emotional control under stress
• Physical Demands/Environmental Factors
· Repetitive hand motions; prolonged use of office equipment
· Frequent walking, stooping, bending
· Occasional extended work hours
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