High School Administrative Assistant

Job Description

Principal Function:  The high school administrative assistants principle function is to support the high school pastor in carrying out the programs and events of the High School ministry. 

Supervisor:  High School Pastor

Hours:  This is a full time position.  The weekly hours include 8:00am-5:30pm Mondays through Thursdays and 8:00am-noon on Fridays.

Responsibilities:  The High School Secretary is responsible for the following:

1. Make weekly deposits

2. Organize Sunday morning materials

· Separate and staple rolls

· Copies of announcements

· Make copies of weekly attendance sheet and contact report

· Make copies of the current weeks lesson and student sheets

3. Record and file attendance from Sunday mornings and Wednesday nights

4. Organize and mail letters to visitors from Sunday mornings and Wednesday nights

5. Compile visits and set-up visitation table for Tuesdays

6. Prepare Quarterly Reports

7. Schedule events and reservations through EMS

8. DiscipleNow Events
· Collect money, registration forms, and signed permission slips

· Create rooming list

· Make a list of group leaders and their assigned groups

· Create registration form

9. Summer Camp

· Collect money, registration forms, and signed permission slips

· Create rooming list

· Contact bus companies for bus quotes

· Make a list of group leaders and their assigned groups

· Sign in students and collect medicines on the day we leave for camp

· Organize supplies, materials, game materials, powerpoints, etc

10. Mission Trip

· Collect money, application forms, and signed permission slips

· Make a list of group leaders and their assigned groups

· Keep records of money raised and make deposits

· Attend planning meetings with High School Pastor

· Organize materials for mission trip meetings

· Compile and edit mission trip info packet

· Keep detailed records of monies raised

11. Sunday School Leadership Meeting

· Print and organize lesson materials

· Contact teachers to remind them of meeting

· Help decorate for meetings when applicable

12. Schedule appointments for High School Pastor

13. Organize and mail out monthly mailings, postcards, reminders, etc.

14. Order teacher supplies and other office supplies

15. Compile and edit adult volunteer manuals

16. Compile and edit parents calendar

17. Compile and edit High School information brochure

18. Meet with High School Pastor regularly

19. Compile PowerPoint’s and handouts for Wednesday nights

20. General filing and copying

21. Gather and enter student and parent contact information

22. Give creative input and suggestions for various events and programs

23. Be available to attend programs and events

24. Special Events

· Create brochures and promotional flyers

· Contact adult leaders for assignments

· Collect money and permission slips

25. Attend planning meetings with High School Pastor

26. Represent the High School Pastor to parents, volunteers, and students

27. Distribute information to parents, volunteers, and students

28. Respond to concerns, questions, and situations in the High School Pastor’s absence

29. Other duties and responsibilities as assigned by the High School Pastor

Gifts/Abilities:  Relational skills and a desire to work in a student ministry environment is a must.  This person should possess a humble spirit, eagerness to learn, responsible work ethic, and a servant heart to accomplish tasks.  This person should be a team player with a willingness to be assigned responsibilities as well a self starter with the assertiveness to work independently.  The ability to relate with parents, volunteers, and students is essential.  This person should possess great communication skills and an ability to perform administrative duties at a high level.
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