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Administrative Assistant 
Wood��ock Ba��i�� Ch��ch ȋWBCȌ 

 

General Overvie�ǣ 

The �o�i�ion �e��i�e� a �a�ie�� of �echnicalǡ admini���a�i�eǡ cle�icalǡ and mini���� ����o�� d��ie� 
a��ocia�ed �i�h �he da�-�o-da� affai�� of �he ch��chǤ   

The �e��on in �hi� �o�i�ion need� �o �ee �hei� �ole a� an in�eg�al �a�� of �he mini���� �eam a�   
Wood��ock Ba��i�� Ch��ch and �ill in�e�ac� �i�h all ��aff �o con��ib��e �o�a�d� inno�a�i�e            
ini�ia�i�e�Ǥ 

The Admini���a�i�e A��i��an� ��o�ide� ����o�� and a��i��ance in coo�dina�ing �he �o�k of �he 
Wood��ock Ba��i�� Ch��ch ofϐiceǡ ȋincl�ding �echnical ����o�� ȋͺǣ͵Ͳ AM -ͳʹǣ͵Ͳ PMȌ fo� �he S�nda� 
Mo�ning Ch��ch Se��iceǡ a� �ell a� �echnical ����o�� fo� �he Wo��hi� Team on Wedne�da�         
e�ening�Ǥ 

The Admini���a�i�e A��i��an� i� of�en �he ϐi��� �e��on �he ��blic �ee� o� �alk� �oǤ  The A��i��an� 
m��� ha�e a hea�� fo� �he mini����ǡ �he �eo�le of WBCǡ �he comm�ni��ǡ and �o��e�� a hel�f�lǡ 
chee�f�lǡ di�loma�ic and ca�ing �e��an� a��i��deǤ 

The Admini���a�i�e A��i��an� �ill be �e��i�ed �o g�acio��l� deal �i�h �ne��ec�ed o� difϐic�l�        
�i��a�ion� and be able �o ��o�ec� �he in�eg�i�� of o�he�� b� main�aining conϐiden�iali��ǡ and �ef�ain 
f�om indi�c�imina�el� �ha�ing info�ma�ionǤ 

The �o�k of �he Admini���a�i�e A��i��an� can e��ec� �o change �i�h �he na���e of �he e�e�-
inc�ea�ing demand� of �he mini���� �eamǤ  Wi�h �ho�e change� come� �he nece��i�� �o �o�k          
coo�e�a�i�el� a� a �eam membe� and e�hibi� a �o�i�i�e a��i��deǤ  

If �o� belie�e �o�� �e��onal ��i�abili��ǡ e��e�ienceǡ kno�ledgeǡ �kill� and abili�ie� ma�ch �ha� i� 
�e��i�ed a� a membe� of o�� mini���� �eamǡ �o� a�e in�i�ed �o ��bmi� �o�� �e��meǡ accom�anied 
b� a co�e� le��e� in PDF fo�ma� �oǣ 

ma��he�Ǥde��ah̷gmailǤcom  

A��lica�ion� ma� be ��bmi��ed no la�e� �han midnigh� ȋA�lan�ic S�anda�d TimeȌǡ Sa���da�ǡ Jan�a�� 
ͳͷǡ ʹͲʹʹǤ 

No�eǣ   

x Yo�� a��lica�ion m��� f�ll� demon���a�e �ha� �o� mee� �he �e��i�emen�� of �he �o�i�ionǤ  
Fail��e �o do �o ma� �e��l� in �o�� a��lica�ion no� being con�ide�edǤ 

x Thi� i� a f�ll-�ime �o�i�ion ȋ͵͹Ǥͷ ho���Ȁ�eekȌǤ 

x A c�iminal �eco�d check �ill be �e��i�edǤ 

x Sala�� i� commen���a�e �i�h e��e�ienceǤ 

x Skill� �e��ing ma� be �e��i�edǤ 

x P�oof of do�ble �accina�ion �e��i�edǤ 



Statement of Qualiϐications 
Admini���a�i�e A��i��an� 

Wood��ock Ba��i�� Ch��ch ȋWBCȌ 

 

 

Educationǣ 

x Seconda�� �chool di�loma o� an acce��able combina�ion of ed�ca�ionǡ ��aining andȀo�          
e��e�ienceǤ  

x P�efe�ence ma� be gi�en �o a��lican�� �ho ha�e com�le�ed �o��-�econda�� ��og�am�Ȁ
co���e� in Info�ma�ion Technolog�ǡ Admini���a�ion o� Acco�n�ingǤ 

 

E�perienceǣ 

x S��ong com���e� �kill� and e��e�ience in �o�king �i�h Mic�o�of� Ofϐice ��i�e� ȋWo�dǡ E�celǡ      
Po�e�Poin�ǡ Acce��ǡ e�cǤȌǡ andȀo� o�he� �of��a�e ��og�am� ��ch a� Sage ͷͲ P�o Acco�n�ingǤ 

x Recen� e��e�ience in ��o�iding a �a�ie�� of cle�icalǡ admini���a�i�e ����o�� andȀo� IT          
�e��ice�Ǥ 

x E��e�ience in dealing �i�h �he ��blicǤ 

 

Abilities Ƭ Skillsǣ 

x Abili�� �o comm�nica�e o�all� and in ��i�ingǤ 

x Abili�� �o �lan and o�gani�eǤ 

x Abili�� �o ��e �e��onal com���e�� and o�he� ofϐice e��i�men�Ǥ 

 

Personal Suitabilit�ǣ 

x Team�o�k and Coo�e�a�ion 

x Effec�i�e In�e�ac�i�e Comm�nica�ion 

x Ada��abili�� 

x Ini�ia�i�e 

x Abili�� �o Deal �i�h Conϐlic�ȀDifϐic�l� Si��a�ion� 



Statement of Duties Ƭ Responsibilities 
Admini���a�i�e A��i��an� 

Wood��ock Ba��i�� Ch��ch ȋWBCȌ 

 

 

Provides technical duties b�ǣ 

x En���ing �he ��o�e� main�enance and ��kee� of ofϐice e��i�men� 

x P�e�a�ing ��e�en�a�ion� fo� ch��ch �e��ice� ȋMedia Sho��ȌǢ  

Provides receptionist duties b�ǣ 

x Recei�ing �ele�hone call� and �i�i�o�� and di�ec�ing �o a���o��ia�e �e��on in an engaging and 
f�iendl� manne�Ǣ  

x P�o�iding �o��ine info�ma�ionǡ a��e��ing �he im�o��ance of �a�io�� in��i�ie� and deciding 
��on a���o��ia�e ac�ionǢ 

x Se��ing a� a cong�ega�ional and e��e�nal con�ac�ǡ �he�eb� ac�ing a� a �e��e�en�a�i�e of WBCǤ 

Provides ϐinancial administrative support as requiredǤ 

Provides clerical and t�ping services for ministr� team b�ǣ  

x T��ing a �a�ie�� of �e�o��� and fo�m�ǡ incl�ding b�� no� limi�ed �o le��e��ǡ memo�ǡ gene�al 
co��e��ondenceǡ e�cǤǢ 

x P�e�a�ing �eekl� and ��ecial b�lle�in�ǡ incl�ding an� a��licable in�e���ǡ �o��e��ǡ and          
��omo�ional ma�e�ialǢ 

x Mailing �eekl� b�lle�in� �o �h��-in�Ǣ  

x Main�aining ��-�o-da�e mailingǡ �honeǡ membe��hi� and S�nda� School li���Ǣ 

x When �e��i�edǡ ��o�iding gene�al ���ing �e��ice� �o ch��ch boa�d�ǡ commi��ee�ǡ e�cǤ 

Maintains a variet� of ϐiles b�ǣ 

x O�e�a�ing a ϐiling ����emǡ en���ing �ha� �en�i�i�e ma�e�ial i� ��o�e�l� �afeg�a�ded and ϐile� 
a�e ke�� ��da�ed and ���gedǢ    

x Loca�ing and �ea�ching ϐile� and doc�men�� fo� ��e b� �he mini���� �eamǤ 

 



Statement of Duties Ƭ Responsibilities 
Admini���a�i�e A��i��an� 

Wood��ock Ba��i�� Ch��ch ȋWBCȌ 

 

 

Performs other dutiesǣ 

x Main�aining a �e��� ca�h acco�n�Ǣ 

x O�e�a�ing a �a�ie�� of e��i�men� ��ch a� �ele�hone ����emǡ com���e�� and �of��a�eǡ         
�ho�oco�ie�ǡ fa�ǡ ��in�e�ǡ e�cǤǢ 

x Ac�ing a� �he ��ima�� �oin� of comm�nica�ion be��een com�anie� in o�de� �o ob�ain be�� 
��icing fo� ne� o� �e�lacemen� ofϐice e��i�men�ǡ a� ��o�ided fo� in b�dge�Ǣ 

x Main�aining con�ac�� fo� �a�io�� lea�e ag�eemen��Ǣ 

x Main�aining an a���o��ia�e le�el of gene�al ofϐice ����lie�Ǣ 

x When �e��i�edǡ managing �he calenda� of ac�i�i�ie� fo� ��e of ch��ch facili�ie�Ǣ 

x En���ing �ha� ch��ch e�en�� a�e ade��a�el� and effec�i�el� ��omo�edȀad�e��i�edǢ 

x Ac�i�el� �a��ici�a�ing in ��aff mee�ing�Ǣ 

x P�oce��ing incoming and o��going mailǢ 

x O�he� d��ie� a� a��ignedǤ 


