Southside Baptist Network
Position Description
Title:



Ministry Assistant
Reports to:


Associational Mission Strategist (AMS)
Exempt/Nonexempt*:
No
SUMMARY

Serves as the Ministry Assistant for The Network, including duties as Receptionist and Ministry Center Hostess while also coordinating the scheduling, maintenance, and upkeep of the Ministry Center and the Evangelism Trailer, as well as providing administrative support for Ministry Staff. 

ESSENTIAL DUTIES AND RESPONSIBILITIES as follows, and other duties as assigned:

1. Serves as Receptionist answering the phone and meeting needs of guests and Teams
2. Serves as Hostess for Ministry Center events and conferences, including planning, coordinating and overseeing monthly Ministers Conference meal
3. Organizes and maintains the Work Room, Kitchen, and Custodial closet; orders Work Room and custodial supplies
4. Oversees and coordinates the Custodian and the upkeep of the Ministry Center

5. Coordinates scheduling inspections, upkeep, and use of the Evangelism Trailer
6. Takes minutes for Teams when the Administrative/Financial Assistant cannot
7. Provides administrative support for the AMS as needed

8. Assists other Staff as needed  
SUPERVISORY RESPONSIBILITIES

Coordinates the workflow of volunteers as needed; plans effectively for self and those assigned to help; can implement strategy and tactics with a schedule to meet expected results; works in concert with others as a team player, neither dominating nor hesitating; juggles several tasks or projects simultaneously and can cope successfully with changing priorities and the demands of a cutting-edge Network of churches; adheres to budget limits as established by The Network, and holds to a high ethical standard of fiscal responsibility; maintains confidentiality with sensitive information; practices servant leadership, giving praise, encouragement, and recognition when merited; personally self-directed and motivated to start and complete assignments promptly without procrastination; relates well to all people in all levels of their Christian walk, regardless of age, race, denominational affiliation or gender; participates in meetings in such a way as to foster team unity and common ministry goals.
QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
*Nonexempt means The Network is not exempt from paying overtime to this employee.

EDUCATION and/or EXPERIENCE

High school diploma and three years’ experience in related field, or equivalent combination of education and experience
COMMUNICATION SKILLS

Must have the ability to understand and communicate English; accurate spelling, grammar, punctuation, capitalization and business writing essential; ability to respond to common inquiries from others 

MATHEMATICAL SKILLS

Ability to add, subtract, multiply, and divide all units of measure, using whole numbers, common fractions, decimals; ability to compute rate, ratio, and percent and to draw and interpret bar graphs
REASONING ABILITY

Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram form; ability to deal with problems involving several concrete variables in standardized situations

COMPUTER AND OFFICE SKILLS, ABILITIES, QUALIFICATIONS

A proficiency in Microsoft Word is required; Publisher, Excel, and PowerPoint are preferred; use of simple copiers and office machines necessary; typing skills required at no less than 40 words per minute
PHYSICAL DEMANDS

While performing the duties of this job, the staff member is regularly required to sit and talk or hear.  The staff member frequently is required to teach with hands and arms.  The staff member is occasionally required to stand and walk.  The staff member must occasionally lift and/or move up to 10 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, depth perception, and ability to adjust focus.

CHRISTIAN WALK

Evidences a growing Christian walk; personal wisdom and sufficiency are grounded in Christ, with a life submitted to God’s authority in all things; is able to apply scripture to personal and work situations  

PERSONAL QUALITIES

Enjoys healthy, affirming relationships with spouse, family, neighbors and friends; exhibits integrity in professional and personal life; modest in dress and deportment; aware of personal strengths and shortcomings and benefits from constructive criticism; is an active member of a New Testament church; demonstrates energy, with a bright, positive affect, warmth and genuine interest in people. 

