Church Administrative Assistant
Dell Rapids Methodist Church
Position Description Updated Oct. 23rd 2025
Position: Part-time, 6-8 hours per week, flexible schedule                   
Reports to: Pastor
Pay: $500/month starting                 Benefits: 2 weeks paid vacation
Summary: Maintain church office & records. 
Qualifications
   *Desire to serve God
   *Confidentiality
   *Knowledge and strong skills in using computer and internet
   *Ability to relate to staff, church, and general public
   *Excellent people and phone skills
   *Strong computer & organizational skills
   *Accurate record-keeping
   *Attention to detail
   *Self-starter
   *Positive voice for the church

Essential Duties and Responsibilities - The position includes, but is not limited to the following duties:
Daily
   *Maintain a warm, hospitable, tidy atmosphere in the office
   *Keep church database and records up to date
   *Securely maintain church files
   *Communicate/schedule approved activities, usage of building, and use of        
      equipment on the church calendar to avoid conflict in church usage.     
   
Weekly       
   *Prepare and print bulletins and inserts for worship services             
   *Send out worship guest/shut-in letters
   *Send out notifications of church meetings
   *Keep bulletin boards up to date
   *Prepare, print, and assist with distributing church mailings
   *Maintain attendance/membership records
   *Update publications and flyers
   *Pick up bank bags & provide KMWF and Pastor Laura with deposit information 
   *Deliver bills to be paid to KMWF and collect checks for signing 
   *Enter individuals weekly giving into database

Monthly/As Needed
   *Print & distribute monthly financial reports provided by KMWF to Finance team &
     Administrative Board.
   *Distribute monthly newsletter & calendar prior to the first day of each month
   *Print & distribute end of the year giving statements by the end of January
