
Grinnell United Methodist Church
Administrative Assistant

Job Description

Job Responsibilities:

 Provide administrative support to ensure efficient operation of office.
 Answer phone calls, schedule meetings and support visitors.
 Carry out administrative duties such as filing, typing, copying, binding, scanning, etc.
 Exhibit polite and professional communication via phone, email, mail, and social media.
 Support team by performing tasks related to organization and string communication.
 Ensure operation of office equipment by completing preventive maintenance requirements, calling for repairs, 

maintaining equipment inventories and evaluating new equipment and techniques.
 Keep office computer software and licenses updated on office computers and maintain efficiency of use for 

team.
 Provide information by answering questions and requests via in person, by phone or email.
 Maintain supplies inventory by checking stock to determine inventory level, anticipating needed supplies, 

placing orders, and expediting orders for supplies.
 Contribute to team effort by accomplishing related results as needed.
 Produce weekly worship bulletins and monthly newsletters.
 File all church reports to the Iowa Conference in a timely manner.
 Maintain and update membership lists and contact information using church software.
 Organize and maintain church calendar and scheduling of events.
 Post announcements on social media and via email.
 Update and maintain webpage and phone app as needed.
 Photocopy and print out documents on behalf of team or committees.

Skills:

 Excellent time management skills and ability to multi-task and prioritize work
 Attention to detail and problem solving skills
 Excellent written and verbal communication skills
 Strong organizational and planning skills
 Proficient in MS office and Google 
 Web and App development/maintenance skills
 Strong interpersonal relationship skills
 Maintain confidentiality 
 Works well with a team

Requirements:

 Proven experience as an Administrative Assistant 
 Knowledge of office management systems and procedures
 Working knowledge of office equipment, like printers/copiers
 High School degree: additional qualifications as an Administrative Assistant or Secretary will be a plus


