
St. John United Church of Christ      Reading, Ohio 

JOB DESCRIPTION:  Secretary:  Part-time position 

 

Duties and Responsibilities: 

 

Communications: 

 Receive incoming phone calls, emails, and other messages.  Relay any messages 

to the appropriate person. 

 Greet visitors, answer questions and direct them to the appropriate person 

 Greet and monitor people entering and leaving the facilities: members, workers, 

contractors, rummage sale, and event/program attendees; assist/help as much as 

possible 

 Schedule facility use and collect fees:  maintain a church calendar of bookings 

and of events/use provided by Church Council 

 Maintain a schedule for flowers for church services and arrange delivery by florist 

 Sort, distribute and open incoming mail:  address, stamp and post outgoing mail 

 Communicate any facility or use issues, problems or emergencies to the 

appropriate person 

 Maintain the confidentiality of all information that passes through the office 

 Cooperate with and assist other groups using church facilities 

 Funerals/Weddings/Etc.: communicate as necessary all logistics, information and 

issues to the families, businesses, funeral home, and organizations involved.  Be 

the Point person for event as needed 

 Research, produce letters and communication information as required by the 

Pastor, Council or Boards 

 Write, address and mail thank you letters for donations from funerals and other 

sources 

 Collect and distribute board minutes and agenda to council members 

 Provide professional communication materials on the computer 

 Create sign up sheets and other internal publications 

 Proof the bulletin and other publications so that they are ready for publication 

 

Computer: 

 Produce accurate weekly and special service programs/bulletins, including any 

inserts, and place them on the usher’s table before worship services 

 Produce bulletins for special occasions: funerals, special services, retreats, 

weddings, etc. 

 Proof and distribute an attractive and timely monthly newsletter, produced by 

others.  Send birthday and anniversary announcements to producer.  Provide 

email, postal or other delivery to member’s home by the first day of the month 

 Record weekly donations and special offerings, stewardship and gifts from 

members and individuals.  Produce year-end offering statements 

 Maintain and update information, records and files of church life, including 

baptisms, funerals, weddings, new members, in both hard copy and on the 

computer 



 Create a usable database of church members that can be implemented for all 

church mailings, sorting of members by age or date joined or baptism date, etc. 

 Maintain a calendar and folder of all uses of the church building outside of 

worship activities, by members and non-members, and share that information with 

Church custodian, church calendar editor, newsletter editor, Church Council, as 

appropriate 

 Maintain a church directory, update and produce annually.  Every 5 years a photo 

directory will be done, the other four years a regular directory will be produced 

 Create bulletin templates for regular Sunday worship, funerals and weddings and 

any other regularly occurring services 

 Keep an accurate account (provided by P&F) of keys and key fobs assigned to 

individuals and groups 

 Print the bulletin and coloring page for the children’s bags each Sunday 

 Assemble and produce the Annual Report for the Annual Meeting in January 

 Be skilled/proficient in Word, Excel, Publisher and Powerpoint 

 

Office Management: 

 Supervise the use of office equipment and arrange for necessary maintenance 

 Keep office supplies in stock and order additional supplies as needed 

 Update, organize and maintain all paper files and information in the office 

 Always maintain personal integrity, maturity, a cooperative attitude and respect 

for others 

 

The Pastor will provide daily oversight and supervision of the secretary and the duties 

requested of the position. 

 

Hours:  10:00 am -1:00 pm daily, Monday through Friday (15 hrs per week) 

Salary:  $13/hour starting, increase available with proof of ability 

Benefits:  working with great people who will sing your praises and heap many blessings 

upon you 

 

Date:  April 2021 

 


