
Westminster Presbyterian Church, Portage, MI 
Administrative Assistant Job Description 

 
PURPOSE: 
The Administrative Assistant manages the operations of the church office and provides administrative 
support for the pastors, other church leaders, and the various programs of the church.   
 
ACCOUNTABILITY: 
This position reports to the Personnel Team and Session.  Pastors provide day-to-day supervision. 
 
DUTIES/RESPONSIBILITIES: 

 Prepares bulletins, powerpoints, and other materials for worship services 
 Prepares monthly newsletters, other mailings, and other communications  
 Answers phone calls and serves as receptionist 
 Processes US Mail, emails, and phone messages and directs communications to appropriate 

church leaders 
 Maintains functional office, including supplies, equipment, paper and digital files, calendars, 

church directory, and protocols 
 Keeps accurate records  
 Manages building-use schedule 
 Communicates as needed with vendors and service providers 
 All other duties as assigned by the pastors 

 
SKILLS NEEDED  
This position requires knowledge and experience using advanced Microsoft Office skills (Word, Excel, 
PowerPoint, and Publisher); mail merge; and basic Excel database management.  
Strong organizational and articulation skills are needed to prioritize tasks as there are different tasks 
required every week and often interruptions.  Professional communication skills both verbal and written 
are needed. The individual needs to be able to balance day-to-day operations and be the point of 
contact in the office. Attention to details is important as this job involves proof-reading, task-oriented 
skills, and an overall welcoming approach.  
 
Additional skills that would be helpful include: 
  Prior work in a church and knowledge of how a church functions  
  Website management, webpage design and maintenance, and social media  
 
SCHEDULE AND COMPENSATION: 
Daytime weekday hours, up to 12 hours per week initially. 
Hourly wage of $15-17 per hour, depending upon experience and qualifications. 
 It is anticipated that hours will be increased to 20-25 hours per week as COVID-19 restrictions are lifted 
and more in-building church programs resume. 
 
 
TO APPLY: 
Email resume including three references to westminsterp@wpcportage.org 
 

or mail  to:          Westminster Presbyterian Church 
    1515 Helen Avenue 
    Portage, MI  49002     

mailto:westminsterp@wpcportage.org

