
COLUMBIA FIRST UNITED METHODIST CHURCH 

MINISTRY ASSISTANT 

 

The Ministry Assistant is a full time, non-exempt employee.  This 

position serves as the first impression and gateway for all 

weekday activities and is responsible for creating a positive and 

inviting impression of the church and its ministries. This person 

must show sensitivity when talking with people in all forms of 

life situations. Additionally, this staff role will serve the 

administrative needs of all program staff members.  

 

Reports to:   Administrative Pastor and Senior Pastor. 

Estimated work week: 32 hours 

 

Ministry Assistant duties include, but not limited to: 

 

 Greet visitors and appropriately direct them by attentively listening to their reason for 

coming in. 

 Attend staff meetings. 

 Send and receive office emails. 

 Produce and publish a quality semi-monthly newsletter. 

o Editor of all publications.  Ensure all print and digital docs are proofed for correct 

English, spelling, punctuation, and accuracy of dates of ministry events. This 

document is a direct reflection of the church and must have top quality design, 

content & accuracy. 

o Delivery to Mail Call is required 

 Produce and publish a weekly quality Sunday bulletins (including inserts.) 

 Use and operate within the Planning Center software for Sunday worship planning. 

 Visitor Follow-up contact.  

 Prepare funeral bulletins, if required. 

 Answer phones and route them to appropriate offices. Exceptional phone etiquette 

required. 

 Front office is the primary place for all registrations of guests and events.   

 Send out the notices for Memorials and Honorariums.  

 Monitor the front door for everyone coming into the building.   

 Triage the homeless and less fortunate. 

 Call in the Flower order – weekly.  Order Christmas poinsettias and Easter lilies.   

 Help church members with flyers or church-related publications that may require a 

computer. 

 Create flyers, as needed. 

 Receive and process facility use requests. 

 Maintain the church’s master calendar (online). 

 Maintain membership details including the Shepherd Staff software. 

 Maintain the Church Teams software and mirror data within Shepherd Staff. 

 Update church website and all digital promotions (social media, scrolling ads, etc.) 



 Order and maintain daily office supplies. 

 Order supplies and maintain copy machines.  Assist and troubleshoot with the operation 

of the copy machines to include calling for service repair when needed.  

 Sort and distribute all mail. 

 Order and sort all study curriculum / material as requested by teachers or staff  
Adjust order with appropriate quantities 

Process when arrives  
Deliver to Sunday school classes  or make distribution arrangements 

 Maintain a neat and presentable office, foyer and workroom. 

 Keep the Upper Room display updated. 

 Archive church files from past years. 

 Enlist a substitute to answer phones when absent. 

 Secure the baptismal certificate, candle and handkerchief together for the pastor on the 

needed Sunday. Also, fill out the certificate out for the pastors. 

 Get Stewardship material together to send out and then stuff envelopes.  

 Prepare Care Cards: Birthday cards for homebound individuals, anyone who is submitted 

for the prayer list or hospitalized, or has the death of a family member - for staff to sign 

 Partnership with the Senior Pastor concerning Charge Conference and year-end reports. 

 Keep track of the number of people who visit the church during the week to turn into 

Conference Office. 

 Light bookkeeping. 

 Other duties, as assigned. 
 

 

 

 

 
************************* 
To apply for this position: 
Send resume to 
 
rharrison@columbiafumc.org 
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