Lightstreet United Methodist Church
Job Description: Church Secretary

Position: Church Secretary

Hours: 10 hours per week (part-time, non-exempt)
Compensation: $15 per hour

Reports to: Pastor and SPRC

Position Summary

The Administrative Assistant provides essential office, communication, and worship support to help Lightstreet
UMC run smoothly week to week — serving as the church's point of contact for calls, visitors, and correspondence,
preparing worship materials, maintaining the church's calendar and online presence, and handling the general office
tasks that keep the congregation informed and connected.

Schedule

Flexible with regular on-site time as needed to complete weekly tasks. Since worship materials run on firm weekly
deadlines, the specific schedule will be worked out together based on what the role requires.

Key Responsibilities

*  Maintain regular office hours as scheduled above, serving as a point of contact for calls, visitors, deliveries,
and general inquiries

*  Design and prepare weekly worship PowerPoint presentations; upload to sanctuary/worship computers
ahead of services

*  Enter weekly worship attendance data into the Vital Signs website

*  Maintain and update the church calendar as events, meetings, and scheduling needs arise

*  Prepare the weekly worship outline/bulletin, incorporating current announcements

*  Assist Pastor with maintaining church website and/or social media

*  Assist with printing materials for church meetings, including yearly church conference

»  Compose routine correspondence

*  Monitor incoming church communications (phone, email, etc.) and relay information to the appropriate
staff or ministry leaders

*  Assist in maintaining membership and congregational records in cooperation with the Membership
Secretary

*  Sort and distribute incoming church mail

e Other duties as assigned

Qualifications

*  Comfortable with basic office software (Microsoft Office/PowerPoint or equivalent) and willingness to
learn church-specific systems

»  Strong attention to detail and reliability with weekly deadlines (worship materials in particular are time-
sensitive)

*  Good communication skills and a friendly, professional presence

*  Ability to maintain confidentiality regarding church and congregant matters

*  Able to pass background check and complete all Safe Sanctuary requirements

Preferred
*  Prior experience in an office/administrative role
*  Familiarity with church operations or willingness to learn
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