
POSITION DESCRIPTION 
MOSCOW FIRST PRESBYTERIAN CHURCH 
 
Job Title:  Administrative Assistant (Full Time, 30 hrs/week during the ten months of the school 

year and 20 hrs/week for the 2 months of summer.)  
 
Reports to:  FPC Pastor 
 
FLSA:  Exempt  (Salaried) 
 
The administrative assistant is a member of the First Presbyterian Church ministry team, 
performs a broad range of administrative and clerical tasks, and performs all duties in a manner 
appropriate to and supportive of the mission of MFPC. The AA has knowledge and understanding 
of Presbyterian Church policies and procedures. Primary roles of the AA position include:   

a) serving as a vital member of the ministry staff,  
b) supporting church operations and outreach through administrative tasks, 
c) using effective communication skills to advance and enable the ministry of the church 

including worship support, social media and print communications, and  
d) being a welcoming, compassionate, and professional presence for all who visit, call or 

utilize the church facility, promoting a positive image for the church in our community. 

Principal Duties and Responsibilities 

 
1. Office and Facility Management: Responsibilities include: (a) greeting and assisting visitors; 

(b) providing support for ministry staff, committees, and ministries of the church; (c) 
managing church communications; coordinating basic computer support; (d) developing and 
maintaining the church website and social media; (e) ensuring compliance with music 
copyright licenses and reporting music use; (f) ordering office supplies and equipment; 
budgeting and overseeing office financial transactions; sorting and processing mail; (g) 
managing facility electronic access and building use; and (h) maintaining time reports and 
leave for qualified staff. 

2. Communications (Print and Online): Responsibilities include: (a) preparing, printing and 
posting weekly worship bulletins; (b) emailing weekly announcements and worship info to 
subscribed congregation members; (c) preparing PowerPoint slides for worship and 
transcribing, editing, and distributing sermons; (d) editing, posting, printing and distributing 
the monthly church newsletter; (e) maintaining the church calendar; (f) preparing 
information packets for monthly Session meetings; (g) preparing and printing the annual 
Church Membership Directory; the FPC Annual Report, and other reports and publications as 
needed. 

 
3. Records Maintenance:  Responsibilities include: (a) maintaining church databases and 

records, the Church Register and membership role; (b) updating Session minutes and files; 
ensuring all records are properly and securely archived and stored; and (c) maintaining 
records of columbarium activities.   



Knowledge, Skills, and Abilities Required 

Required: High school degree and three years of administrative assistant or office support staff 
work experience.  Preferred: A community college degree (AA) or college degree (BA/BS) and five 
years of administrative assistant or office support staff work experience.  Administrative support, 
communication and computer skills are required.  Organizational skills in budgeting, editing and 
writing, planning, managing, coordinating and record keeping are required.  Demonstrated 
ability to work independently and collaboratively, to manage multiple priorities and tasks, and to 
provide a welcoming presence are required.  The AA will have considerable independence and 
must exercise discretion in applying church policies and procedures and sharing information.  
The AA will display a professional demeanor in a manner that promotes a positive image for 
Moscow First Presbyterian Church and safeguards sensitive and confidential information. 
 
Reporting Relationships 

The Administrative Assistant reports to the Pastor.  The FPC Personnel Committee works closely 
with the Pastor on annual performance review. 
 
Working Conditions 

Work environment is usually indoors, within the church building.  Accommodations are made for 
working remotely during the COVID-19 pandemic.  FPC’s COVID-19 safety protocol must be 
observed when in the church building as long as the protocol are in effect. 
 
Annual Performance Review 

This document will be reviewed annually by the employee, the Personnel Committee, and the 
Pastor to ensure that it accurately reflects the position and the respective portion of the church 
budget including salary compensation.  The review, conducted with the Pastor and the FPC 
Personnel Committee, will include an evaluation of working relationships, job performance, 
desires for professional development, and goals for the future.   
 
Signatures: 

EMPLOYEE 
 
Name__________________________________________________   Date_________________ 
 Administrative Assistant 
 
CHURCH REPRESENTATIVES 
 
Name___________________________________________________   Date________________ 
 Session Representative 
 
Name___________________________________________________   Date________________ 
 Pastor 
 


