
Job Description 
Church Secretary 
 
Emmanuel Lutheran Church 
360 Princeton Ave 
Elyria, OH 44035 
440.323.4552 
church@elc-elyria.org 
 
General Description 
The Church Secretary performs and oversees all duties related to the church office. 
 
Skills 
Competent computer skills are required in the areas of word processing (MS Word 2007), desktop publishing (MS 
Publisher 2007), emailing (MS Outlook 2007) and the basic use of tables and spreadsheets (Excel 2007) in a 
Windows XP or Vista environment. 

Office skills are required in the areas of organization, multi-tasking, filing, duplication, operation of standard office 
equipment and the handling of phone calls. 

Interpersonal skills such as assertiveness, warmth, compassion and sensitivity are necessary. The ability to keep 
personal information in strict confidence is an absolute must. 

Administrative ability is required to recruit and utilize the talents of volunteers, to oversee purchasing and building 
use, maintenance and operation, and to assist the pastor in ǎŎƘŜŘǳƭƛƴƎ ǘƘŜ ǇŀǎǘƻǊΩǎ ŎƻƴǘŀŎǘǎ ŀƴŘ ŀŎǘƛǾƛǘƛŜǎΦ 
 
Hours & Compensation 
The position involves 20-30 hours per week as needed. Pay depends on skill and experience off a base of $9/hr. 
One week of vacation is provided per year after the first six months. Medical benefits, pension and unemployment 
compensation are NOT provided. This position is directly responsible to the pastor who sets hours and supervises 
work. 
 
Responsibilities 
Duties and responsibilities include, but are not limited to: 

¶ Receiving and directing all incoming phone calls, walk-ins and guests for church and preschool. 

¶ Gathering information for monthly newsletters for church and preschool; finalizing, publishing and 
mailing them with the help of volunteers. 

¶ Maintaining the church journal, directory, personnel files, envelop list, mailing lists, records and archives. 

¶ Acknowledging memorials and other special gifts. 

¶ Receiving and recording tuition payments for preschool. 

¶ Working with financial officers to receive monies and ensure that they are deposited and recorded 
correctly. 

¶ Producing and assembling worship folders for Sunday worship, special occasions, weddings and funerals. 

¶ Performing all word processing and duplication required by the pastor, preschool, church officers and 
ministries. 

¶ Distributing mail. 

¶ Scheduling appointments for the pastor (some scheduling may require phones calls made in the evening) 

¶ Contacting and scheduling guest pastors for those times when the pastor will be absent. 

¶ Maintaining the church calendar. 

¶ Supervising and coordinating building and property use, maintenance and operation. 

¶ Making purchases related to the church office. 

¶ Preparing agendas, minutes and reports for ministry meetings. 

¶ Preparing and arranging for various mailings. 

¶ Expressing Christian warmth, sensitivity and congeniality in all personal contacts. (This is Job #1!) 


