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EXECUTIVE ASSISTANT TO THE SENIOR PASTOR 
 
SUMMARY OF POSITION:  
 
This is a full time position with benefits that is responsible for assisting the Senior Pastor in the performance 
of her responsibilities. He/she needs to maintain complete confidentiality while performing various 
administrative duties and serve as a helpful and caring assistant to interface with the congregation and the 
Senior Pastor. This position will also assist the other clergy staff to a lesser degree. 
 
SPECIFIC RESPONSIBILITIES: 
 
Answers telephone calls and emails directed to the Senior Pastor's office and screens calls as appropriate, 
while ensuring people are helped/served in a friendly manner 
Reviews and prioritizes telephone messages for the Senior pastor 
Makes telephone calls for the Senior Pastor, as directed 
Maintains Senior Pastor's appointment calendar while redirecting those appointments that can be 
appropriately handled by another pastoral staff member 
Enters meetings, conferences, and church-wide activities onto the calendar at the Senior Pastor's request 
Provides the Senior Pastor with updated daily, weekly, monthly and yearly calendars 
Handles all travel plans and preparation for engagements 
Assists with meeting preparation 
Aids in preparation for meetings through the production of documents, handouts, reports, meals, 
reminders, etc., as requested by the Senior Pastor 
Records meeting minutes, when requested, and assists in ensuring meetings proceed in a professional and 
timely manner 
Maintains various types of files and databases for the Senior Pastor 
Types ministry-related correspondence, reports, etc 
Arranges and reserves all ministry-related travel  
Takes initiative for new and special projects, as requested by the Senior Pastor 
 
MINIMUM REQUIREMENTS: 
 
Bachelor’s degree preferred  
3 - 5 years of experience as a senior level administrative assistant 
Working knowledge of standard office equipment, including copiers, phone, calculators and fax machines 
Proficiency with Microsoft Office products, Google products, experience with church software such as ACS 
is preferred (but training can be provided) 
Efficient, caring and discerning telephone skills 
Highly organized, motivated and task oriented (self-starter; takes initiative) 
Personable and friendly due to high interaction with people 
Ability to work well independently and on a team 
 
 
If interested, please submit a cover letter and resume to employment@haumc.org. 


