
Lutheran Church of the Ascension 
Citrus Heights, CA 95621 

 
 
POSITION:              Church Secretary 
 
RESPONSIBLE TO: The Lead Pastor has overall responsibility and supervision of all staff members. The 

Executive Secretary reports directly to the Parish Assistant/office manager, 
indirectly to the Pastor(s), Congregational President, Church Council.  

 
STATUS:  Part-time; hourly 
 
HOURS:  20-25 hours per week 
 
 
GENERAL 
RESPONSIBILITiES: To serve as the Secretary for the pastors(s) and church, maintain the church office 

in an organized and effective mission-oriented manner, and support church staff 
and council.  

  
DESCRIPTION: 
 
1.    The Secretary’s primary function is acting as the church secretary, and assisting the Pastor(s) and staff 

in providing effective necessary pastoral ministry and support for the people of Lutheran Church of the 
Ascension. 

   
2. The Secretary is the primary person answering and directing telephone calls to the church.  
 
3. The Secretary receives and distributes US mail, packages, reports, memos, emails and voicemails. The 

Secretary produces and disseminates written information and correspondence as directed by the 
Pastors and/or Parish Assistant. 

 
4. The Secretary manages membership records, church management software, church directory and files.   
 
5. The Secretary provides some minor financial services.  The Secretary maintains a petty cash fund and 

expenditure record.  The Secretary receives Memorial Fund checks for processing and also may receive 
monies that may require minor record keeping.  The Secretary may process invoices and purchase 
orders.  The Secretary may be asked to input financial giving records and other data entry, as needed. 

 
6. The Secretary provides information for church leaders.  If one of the Pastors or other congregational 

leaders needs information, the Secretary often does the research.  The Secretary maintains reference 
materials in the church office and computer, (i.e. reports, records, filed letters, bulletins, newsletters, 
histories, documents, catalogs, and other materials). 

 
7. The Secretary serves as the church archivist, preserving an electronic copy of the weekly service 

bulletins and minutes of the congregation and its organizations.  During the Pastors’ absence, the 
Secretary reports to the Parish Assistant and communicates information, as appropriate. 

 
8. The Secretary is responsible for receiving information and formatting it into the weekly worship bulletin, 

worship slides, Weekly Announcements, Calendar, and Monthly Newsletter. 
 
9. The Secretary should possess the aptitude and interest in moving communications to electronic formats. 
 
 
 



REGULAR DUTIES:  
1. Provide support for the Pastors and staff. 
 
2. Maintain a church office atmosphere which reflects a positive image of the Pastors and the church. 
 
3. Answer the telephones within three rings; record and communicate messages promptly.  Record 

and distribute messages from answering machine. 
 
4. Serve as receptionist, receive visitors, and maintain a calendar of appointments/master calendar of 

church usage and activities in consultation with Pastors or Parish Assistant. 
 
5. Receive and distribute incoming mail daily according to the directives of the Parish Assistant.   
 
6.    Prepare and produce weekly bulletins, monthly newsletters and other church and Pastoral 

communication material as needed under the direction of the Pastors and/or Parish Assistant and 
be responsible for the mailing or distribution of these items.  A draft of the full weekly bulletin shall 
be available to the Parish Assistant for review as communicated.  A similar schedule shall be 
maintained for mid-week and special service bulletins, newsletter, and other mailings. The Secretary 
is responsible for placing copies of the Sunday readings on the church altar and podium for the lay 
readers, assisting ministers and Pastors. 

 
7. The Secretary shall familiarize themself with the current church software, and keep these files 

current. Use of Microsoft Word and Publisher are also helpful.  
 
8. The Secretary is responsible for updating the church telephone directory, which is normally 

reproduced twice a year.  
 
9. Operate copy machine, fax machine, and call for maintenance, as needed. 
 
10. Coordinate the operations of the volunteer office personnel. 
 
11. The Secretary is responsible for acquisition and utilization of office supplies in consultation with the 

Parish Assistant. 
 
12. Record information of all membership, baptisms, weddings, and deaths in the permanent record. 
 
13. Send reminders and scripture to lay readers prior to each Sunday. 
 
14. Notify Altar Guild of births, baptisms, and unusual changes in the Worship Service. 
                                                                                                                                                
15. Act as liaison with committee that provides items for the food closet; distribute food, as necessary. 
 
16. Minimize need for errands by coordinating orders and utilizing delivery services of office supply 

stores whenever possible. 
 
17. Other tasks as directed by the Pastors and/or Parish Assistant or by action of Church Council or a 

Congregational Meeting. 
 
 
 
QUALIFICATIONS AND SPECIAL SKILLS: 
 
 
1.   Possesses strong organizational skills. 
 
2. Possesses strong communication skills. 



 
3. Has an ability to maintain a professional atmosphere. 
 
4. Demonstrates concern for Pastors and the staff, and maintains a positive congregational image. 
 
5. Has the ability to use Microsoft Word. 
 
6. Has an ability to be flexible and implement changes that may arise in the weekly bulletins. 
 
7. Has an ability to greet people in a warm, professional and Christian manner. 
 
8. Can handle stressful situations when deadlines occur. 
 
9. Has an ability to organize and maintain records, files, and inventory. 
 
10. Has a willingness to work with other people, and have a strong sense of team work. 
 
11. Possesses professional telephone communication skills. 
 
12. Has an ability to organize and maintain office operations and recruit volunteers, as needed. 
 
13. Has an ability to follow directions. 
 
14. A desire to work in a Christian environment and to support the mission of Lutheran Church of the 

Ascension. 
 
15. Knowledge of the Lutheran organization and traditions is helpful. 
 
 
 
 


