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TITLE:  Administrative Assistant, Murray Presbyterian Church 

  
PURPOSE: 
The Administrative Assistant is committed to support the spiritual mission of the church by using interpersonal and 
technical abilities to extend God’s grace and mercy to members, friends, employees and visitors of Murray 
Presbyterian Church 
  
ACCOUNTABILITY: 
The Administrative Assistant is accountable to the pastor as head of staff  
 
RESPONSIBILITIES: 
The following list is intended to be a general description of the employees’ job duties and responsibilities.  Other tasks 
may be required consistent with the nature of the position.  Duties for this position include, but are not limited to: 

1. Providing clerical support to the pastor, clerk of session, and session committees, including word 
processing, filing, routine correspondence, scheduling appointments and generating reports. 

2. Producing bulletins for Sunday worship and special services. 
3. Creating the visual media program for the computer projection system in the sanctuary   
4. Monitoring the use of copyrighted materials and ensuring compliance with music licensing agreements. 
5. Developing and producing a monthly newsletter under the pastor’s guidance and with input from other 

church entities. 
6. Establishing and maintaining membership, attendance, visitor / prospect, and Sunday school databases 
7. Maintaining the church calendar (physical and online) and building use schedule. 
8. Receiving telephone calls and distributing messages. 
9. Retrieving mail from the post office, sorting it, and distributing it. 
10. Greeting and directing visitors to the building. 
11. Creating monthly reports for the Session, at the direction of the church accountant. 
12. Keeping inventory of office supplies and placing orders as needed. 
13. Maintaining bulletin boards and outdoor sign. 
14. Performing record-keeping and correspondence for the Memorial Fund. 

SCHEDULE:  Six to nine hours a week during normal business hours.  There must be a set schedule, but the days 
and times are negotiable. 

SKILLS REQUIRED: 

1. Discretion in the handling of confidential information concerning members, visitors, and staff. 
2. Professional speaking and writing skills 
3. Graphic design skills and computer proficiency, including familiarity with Word and Power Point. 
4. Ability to perform light lifting / moving of supplies and equipment. 


