
  Ministry Description 

 
 

  Administrative Assistant - Operations      
Staff Member:  Open 

 
Reports To:  Executive Pastor of Operations 
Updated: March 2019 

 
Purpose Statement of Crossroads Community Church 
 

Crossroads Community Church seeks to transform lives through loving relationships with 
God, each other, and the lost. 

 
Position Summary 
 

This Administrative Assistant is responsible for providing excellent customer service to 
all staff, phone calls, vendors, visitors and guests while also supporting the administrative 
needs of the staff as directed by the Executive Pastor of Operations.  

 
General Qualifications 

Position Qualifications/Specifications 
 
Minimum/Preferred Experience: At least 3 years of administrative experience; church 

administrative experience preferred 
 
Minimum/Preferred Education: Associates Degree/Bachelor’s degree preferred 
 
Knowledge, Skills, Competencies: Exceptional data entry skills, better than average problem 

solving skills, outstanding people skills, demonstrated 
flexibility and adaptability to change, excellent verbal and 
written communication skills, above average attention to 
details; tech savvy and strong organizational skills; ability 
to perform in a rapidly changing environment, effective and 

1. Exhibits a meaningful and growing personal relationship with Jesus Christ as Lord and Savior as 
evidenced by the demonstration of the fruit of the Holy Spirit. 

2. Wholeheartedly agrees with the Crossroads Community Church purpose, values, priorities, 
mission, bylaws, and lives a lifestyle appropriate to a person in Christian ministry. 

3. Regularly and consistently attends one of the weekend worship services and participates in the life 
of the church. 

4. Demonstrates skills in relating to and working with volunteers, church staff, the congregation and 
others, in a team environment. 

5. Agrees to abide by the staff handbook and sign the Crossroads Statement of Faith 
6. Passes the Crossroads background check screening on a repeating basis. 
7. Able to effectively use computer software and applications utilized by the church staff. 
8. Able to use computer and office equipment and lift up to 25 pounds.  

 



efficient working in a busy office with many interruptions. 
Skillful with Microsoft Office and Community Church 
Builder software. 

 
Employment Schedule: 28 hours a week;   
 9 am to 4 pm Monday through Thursday 
Employment Status: Part Time 
Employment Classification: Non-Exempt; hourly 

 
Specific Responsibilities, Principle Duties and Responsibilities 
 

1. Serve as the office receptionist up to a three hours per day: 
a. answers phone and directs calls to the appropriate person, 
b. screens incoming requests for building entry and grants access as 

appropriate, 
c. adept at keeping conversations brief, professional, and courteous, 
d. greets visitors, guests and vendors professionally answering questions and 

directing them appropriately. 
2. Serves as the backup receptionist any time the receptionist is unavailable. 
3. Maintains a neat, clean and clutter-free reception area. 
4. Utilizes and updates the database as needed.  
5. Provides administrative support for the: Ministry Development Pastor, Associate 

Teaching Pastor, and Missions/Outreach Pastor.  
6. Provides administrative support to Lead Pastor. 
7. Brings in sorts and distributes incoming mail to appropriate staff mail folders. 
8. Receives incoming packages and delivers them to appropriate staff person, or 

notifies staff to pick them up. 
9. Takes outgoing mail to post office. 
10. Prepares and mails letters for first time guests. 
11. Prepares and mails letters/gifts for first time donors: 
12. Provides administrative support for Pastoral Care. 
13. Plans and executes events for various staff functions (lunches, dinners, etc.) 
14. Processes weekly incoming prayer requests:  

a. Prepares weekly prayer request list sent by email each week to staff, CLC 
and CLC prayer chain list; 

b. Prints prayer requests lists for all staff meetings and semi-monthly CLC 
meetings. 

15. Weekly response cards - prepares weekly report of responses and sends it to the 
appropriate staff and ministry leaders; enters any new names into church database. 

16. Other duties and tasks as assigned by the supervisor. 
 

 


