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JOB TITLE: Administrative Assistant 

MINISTRY: Administration 

SUPERVISOR: Executive Director / Director of Resource Development   

FLSA STATUS: Full-time/ Nonexempt 

WORK HOURS: Monday through Friday 8:30 a.m.-4:30 p.m.  

 

 

POSITION SUMMARY: This position provides administrative support to the Executive Director and the 

Director of Resource Development.  This position is responsible for correspondence, recordkeeping and 

phones for these two roles.  Attention to detail, good interpersonal skills and the ability to effectively 

establish task priorities are essential for this position. 

 

POSITION DUTIES/RESPONSIBILITIES 

• Scheduling meetings with congregation members as well as staff 

• Reserve all facility requests for meeting needs, send email updates to attendees for each meeting, and 

set-up Zoom call or TEAMs when needed for meetings 

• Run reports using current database, Ministry Platform (MP) 

• Assist with website content development and submit content updates to the Communications 

Department on a regular basis 

• Assist with Pledge Campaigns and other mailings with printing, folding, collating, sorting for bulk 

mail, etc. 

• Creation of PowerPoint presentations 

• Record keeping for Endowment Funds and James I. Vance Society (Endowment Recognition 

Organization) 

 

MISCELLANEOUS RESPONSIBILITIES 

• Collecting membership data and entering the new information or updates to records of baptisms, 

marriages, deaths, member changes, prospects, new babies, address updates, posting group 

attendance, etc. 

• Reviews information entered in Ministry Platform database identifying errors and correcting 

inaccurate information, such as error in key-entry, partial information, duplicate information, format 

errors, spelling.  

• Participate as a Ministry Platform Core Team member; explore and implement new technologies; train 

staff where necessary 

• Attend MP training sessions virtually and in-person, as requested 

• Work collaboratively with all ministry teams 

• Other related duties as assigned 

 

POSITION QUALIFICATIONS 

EDUCATION/EXPERIENCE 

• High school diploma required; Two years of college or computer classes, very helpful. 

• Experience in an executive administrative role, preferred.   

• Public relations and fund-raising experience, a plus. 

• Experience or previous employment/volunteer work for a church, a plus. 
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 KNOWLEDGE/SKILLS 

• High level of technical competency including but not limited to Microsoft Office Suite (Word, Excel, 

PowerPoint, Publisher, Outlook).  Ability to learn other computer programs quickly (Ministry 

Platform, WordPress for Website, Espace).   

• Working knowledge of social media. 

• Proactive learning attitude and willing to take initiative in anticipating needs of departments, while 

requiring minimal direction. 

• Excellent organizational skills with strong attention to detail and accuracy, and the ability to work 

independently, multi-task, prioritize, and manage time effectively. 

• Be adaptable and flexible in a changing work environment with a sense of urgency to shift priorities, 

while approaching tasks and duties to meet ministry needs/requirements.  

• Exhibits professionalism and clarity in verbal and written communications. 

• Ability to handle sensitive information with highest degree of integrity and confidentiality. 

• Strong work ethics with a positive attitude, maintaining a positive relationship with other staff 

members, members of the congregation and visitors. 

 

 

SUPERVISORY RESPONSIBILITIES 

None 

 

PHYSICAL DEMANDS AND WORK ENVIRONMENT 

 The physical demands and work environment described here are representative of those that must be 

met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations 

may be made to enable individuals with disabilities to perform essential functions. 

  While performing the duties of this job, the employee is regularly required to stand and to move about; 

to sit for extended periods of time; to use hands to operate office equipment; to talk and to hear when 

interfacing with staff, members of the congregation and others in person or on the phone; vision within 

normal ranges to read documents, file and to use the computer.   

 While performing the duties of this job, the employee primarily works indoors in an office setting.  The 

noise level in the work environment is usually quiet to moderate, with frequent interruptions. 

 

CHURCH OVERVIEW 

 

First Presbyterian Church (FPC) is Nashville's longest-established worshiping congregation in the 

city with a rich history and roots that are deep. FPC is a member of the Presbyterian Church USA 

(PCUSA). We are located in the heart of the Oak Hill neighborhood of Nashville on a beautiful 

campus that hosts a breadth of ministry events for our congregation and community.  Our mission is 

to bring glory to God, grow in grace together and serve the larger community in Nashville and 

around the world. 

First Presbyterian Church, Nashville offers a pleasant, hospitable, family oriented working 

environment.  Permanent Employees receive a rich benefits package that includes: Medical (EE 

Paid/PPO); Dental; Vision; Death Benefit, Supplemental Death, Disability, FSA Program, 403B, 

EAP; Wellness Program.   

 


