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EVANGELICAL FREE CHURCH OF HERSHEY

POSITION DESCRIPTION

Position Title:
Administrative Assistant for Children’s Ministries
Position Creation:  September, 2013
Position Revision:  December, 2022
Appointment Recommendation:  
Director for Children’s Ministries
Appointment Approval:  Executive Pastor
Supervisor Role:  Director for Children’s Ministries

Advisory Role:  Executive Pastor
FLSA Classification:  Non-Exempt
IRS Category:  Employee
HFC Employment Status: Regular Part-Time
 (20 hours/week)
I. DEFINITION and PURPOSE 
The overarching purpose of this role is to support the Children’s Ministries team throughout the whole of Hershey Free Church.  The Administrative Assistant will provide administrative, secretarial and ministry assistance for the paid and lay staff that will help lead Hershey Free Church in developing a culture of relational discipleship among our children and families.  The regular work schedule for this position may require occasional Sunday morning support and availability during other off-hours as well.  The Administrative Assistant will also provide support for the Director for Spiritual Formation and Family Ministries in regard to family ministry.
II.  
MINISTRY QUALIFICATIONS
A. Give testimony and life witness of … (1) being a committed believer in Jesus Christ, (2) spiritual gifts 

     relevant to leadership of this ministry, and (3) prior ministry experience with building an effective   

     equipping community.

B. Have an adequate education and ministry experience that is appropriate to these responsibilities, and a 

      continuous desire to be learning in order to become a more effective ministry partner.

C. Have a sound knowledge of Scripture and an ability to effectively apply Scriptural principles in all areas 

      of ministry.

D. Be a stable, mature and growing Christian with an exemplary personal, marital and family life (if 

      applicable).

E. Be committed to teamwork within the structure of the church.

F. Be in agreement with the doctrinal position of the Evangelical Free Church of Hershey, Pennsylvania.

STAFF TEAM QUALIFICATIONS

A.   Will have a passion for relational ministry.

B.   Will need to be able to identify, equip and mobilize leaders for ministry.

C.   Will need to be able to work in a team environment.

D.   Will need to be able to manage and coach a lay staff team.

E.   Will need good interpersonal communication skills.
UNIQUE QUALIFICATIONS FOR THIS POSITION

A.   Will need proficient computer skills.
B.   Will need to be flexible with a high-capacity for volume and pace of diverse workload.
III.  
SCOPE OF RESPONSIBILITIES
CHAMPION FOR:  
A safe, formative environment that provides an opportunity for all children to grow spiritually, mentally and emotionally and where volunteers are equipped to serve the children and their families of HFC
IV.
ESSENTIAL ROLES
85% - Programming Implementation
♦ Understand HFC communication values and utilize varied communication tools.
♦ Create forms, track RSVPs, and oversee hospitality for all Children’s Ministries events.

♦ Utilize scheduling software to ensure booking of rooms and technology for all Children’s Ministries activities.

♦ Produce Children’s Ministries staff picture nametags.

♦ Provide support for the family ministries team of HFC.

♦ Maintain all budget related activities.

♦ Maintain, order, and organize all supplies and resources for Children’s Ministries. 

♦ Develop and equip a team of lay volunteers to clean and sanitize the nursery each week.

♦ Distribute teaching materials and classroom supplies for Sundays and mid-week programming.

10% - Being on the Team
♦ Member of the HFC Staff team.
♦ Member of the Children’s Ministries team. 

♦ Member of the Support Staff team.

♦ Assist on Sunday mornings in ministry areas at least twice a month.
5% - Other Duties as called upon:  

♦ Relational ministry:  on-call, hospital visitation, e-mail, letters, articles and in-person availability to the
body and community.
    
♦ Participation in worship services as needed.
V.
KEY RESULTS

A. It is evident that children are growing in their personal spiritual habits.

B. A caring safe place for children that parents trust.
C. Ministry is multiplied through empowered lay leaders and teams.

D. An effective team of volunteer staff are nurtured in their faith walk and leadership abilities.

E. A strategic implementation of the vision and values of Children’s Ministries.
It is obvious to all who visit us and attend regularly – we love children

and welcome their families.

I have read and received a copy of my position description.  I understand this overrides anything I have been given or told in the past.  I further understand that I am expected to fulfill my staff role as outlined above, and that if I have any questions concerning what is expected of me, I will speak with my immediate supervisor identified above.
____________________________________________________________________      ____________________

Staff Member Signature








Date
