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St. Paul’s United Methodist Church 
Church Administrative Assistant 

 
St. Paul’s United Methodist Church of Ithaca, New York is an inclusive, progressive 
congregation seeking to be a compassionate community, led and transformed by the 
Spirit. We hold as our core values: seeking to become the Beloved Community, 
connecting with and through the Spirit, acts of compassion, and standing up for 
justice. As a welcoming community, St. Paul’s seeks for all contact with the church to 
be warm and inclusive. The central office serves as a hub through which members, 
staff and the community interact with the mission and vision of the church. 
 
Position Summary 
Working under the supervision of the Senior Pastor, the Church Administrative 
Assistant (CAA) oversees the central office of the church.  This person is on the front 
lines of the church’s ministry and often the first person a member of the church family 
or public will meet when seeking information or services.  The CAA seeks to improve the 
impact of staff and pastor by handling common administrative matters and helping to 
direct inquiries to appropriate staff or pastor for support based on the need. The CAA 
shall assist in coordinating administrative needs with and between staff, as guided by 
the Pastor, freeing the Senior Pastor and other staff to focus on their vital work areas 
serving the congregation. 
 
Note that some of the duties listed below will not be applicable until the church is again 
physically open for regular use by staff and visitors (post-pandemic) but will apply once 
is it safe and approved to open our doors to members and the public. 
 
Principle Responsibilities and Duties 
The listing of responsibilities that follow are intentionally general and intended to 
represent the general breadth and range of duties that may accompany this position; the 
CAA shall work with the Senior Pastor to prioritize tasks as appropriate to accomplish 
the most important work within the limited time available. 
 
General tasks include: 

• Welcome all: with a welcoming spirit, answer phones, manage email, and assist in-
person visitors during office hours.  This is a primary function for this 
position. 

• Support the Pastor by: 
o Helping with daily communication needs, as directed by the Pastor 
o Under the general direction of the Pastor and using existing “templates”, creating 

annual reports, summaries of attendance, and other general administrative needs 
o Maintaining open and clear communications regarding the smooth functioning of 

the office staff and providing recommendations as appropriate 

• Support the Financial and Business Coordinator by: 
o Helping ensure that bills for supplies and services are properly documented and 

provided to the Coordinator for processing 
o Assisting other staff with documentation of reimbursables and expenses so that 

receipts are generated and documentation is consistent and clear 
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o Advising the Coordinator of any observed issues regarding building space use 
• Support the Hospitality Coordinator by: 

o Keeping a schedule to coordinate scripture readers, announcers, and other 
worship participants, and reaching out as available to help line up volunteers 

o Providing general administrative support regarding volunteer lists, phone lists, 
and other information needed for the coordinating role 

o Oversee the weekly Eventbrite site for worship reservations while pandemic 
limitations continue.  

• Support the Communications Coordinator with general administrative tasks such as 
proof-reading, checking information for updates, providing back-up for routine 
communications as practical when the staff person is not available due to vacation, 
sickness, etc., and similar general office support 

• Support other staff (Choir or music directors, organist, etc.) with general 
administrative needs such as maintaining lists of choir members or available 
musicians, helping to contact members, directing church members with interests in 
music to the appropriate staff person for follow-up, copying music, etc. 

• Maintain a professional, welcoming, and tidy appearance in the church office, mail 
room, hallways, and other public spaces, requesting janitorial or maintenance 
support as needed. 

o Keep all brochures, posters, bulletin boards and displays current and neat. 
o At the end of office hours for the week, run the dishwasher. 
o On Monday, empty dishwasher and tidy office and hallways. 
o Sort mail during office hours. 

• Provide routine church administrative needs personally or through collaboration 
with volunteers, including but not limited to: 

o Printing and assembly of all bulletin materials 
o Assembly and mailing of church newsletters as needed (mostly done 

electronically, but some mailings may be used to supplement or to serve those 
without good electronic access). 

o Order, receive and distribute materials such as office and worship supplies 
(candles, candle oil, communion supplies, etc.); obtain and provide receipts 
for bookkeeping by the Financial Coordinator 

o Manage all inventory for church and office supplies 
o Place appropriate orders for staff members as requested; obtain and provide 

receipts for bookkeeping by the Financial Coordinator. 

• Perform routine copier maintenance (e.g. change toner cartridges, add paper, clean 
glass, order toner, and other supplies) 

• Other office duties as assigned. 
 
Qualifications and Skills 

• Strong organizational skills. Good communication skills (oral and written). 
Personable and welcoming, inclusive of all people. Willingness to work with and 
collaborate with other staff and church membership, as well as outside 
community and other groups using space within the facility. 

• Experience in office management in a professional or not-for-profit setting. 
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• Competence with MS Office Suite and other common PC programs and email; 
interest and willingness to learn specialized software as needed. 
 

Work Context 
1. This is a 20 hour per week, salaried position. 
2. Office hours are Monday through Thursday, 9:00 am to 12:00 pm, and 10:00 to 

12:00 pm on Sundays (the church is not open to the public as of April 1, 2021, but 
plans to re-open when pandemic conditions abate and it is safe to do so). 

3. Position is supervised by the Senior Pastor. 
 
 
Evaluation 

Performance will be evaluated by the Senior Pastor once per year. This evaluation 
may include a representative of the Staff Parish Relations Committee and input 
from other office staff and/or members of the congregation. 

 
 


