
December 2020 

Working agreement between Campbell County Baptist Association and the 

Administrative Assistant  

Under the direction of  Association Missions Strategist, the Administrative 

Assistant duties and responsibilities for 24 hours per week include:  

The core duties and responsibilities of the Administrative Assistant revolve around supporting 

others. Work hours at the association building will be from 9:00 AM to 3:oo PM Monday – 

Thursday. Job duties can vary widely, not just from job to job, but from day to day at the same 

job. On any given day, they may perform a variety of tasks, such as: 

 Answer phones and greet visitors 

 Schedule appointments and maintain calendars 

 Typing, correspondence, preparing meeting materials for committee and board meetings 

 Schedule and coordinate CCBA meetings including reminder communications. 

 Prepare communications, such as meeting agendas, communication with members 

emails, invoices, reports and other correspondence 

 Prepare and distribute newsletter monthly. 

 Prepare annual meeting information packet 

 Maintain the inside of the building including files and resources. 

 Requisition and maintain supplies for office operations 

 Prepare checks and keep financial records under the Treasurer coordination. 

 A.C.P. report assistance. 

 Write and edit documents from letters to reports and instructional documents for 

newsletter and calendar events 

 Take minutes and publish them for association meetings if serving as clerk 

 Create and maintain filing systems, both electronic and physical 

 Work with association churches on annual profiles 

 Reports to AMS 

 90 day probation period of employment with a performance review prior to the end of the 

90 days AMS makes an employment decision concerning continued employment. 

 Administrative Assistant may attend the Administrative Assistant trainings offered by the 

Tennessee Baptist Association-training attendance will be determined by the AMS based 

on need, timing, and work load. 

 Paid Vacation for Administrative Assistant 

   After one year employment (beginning in the 2nd year) 1 week paid vacation 

   After three years of employment (beginning in the 4th year) 2 weeks paid vacation 

   An additional week (optional vacation), as a reward for diligent work, may be granted  

after the 7th year (beginning in the 8th year) to be determined by the AMS 

       

 



1. Administrative Assistant skills and qualifications 

In order to perform their various duties, an Administrative Assistant must exhibit many varied 

skills and qualifications. At the core, the Administrative Assistant is a support position, meaning 

that communications and decision-making are paramount. Moderate physical capacity is needed 

to handle deliveries, library and furniture. A few of the specific skills that the administrative 

assistants should possess include: 

 Decision-making: Administrative Assistants have to make independent decisions on a 

daily basis, addressing the best way to handle specific tasks. 

 Communications and collaboration: An Administrative Assistant must collaborate with 

other church pastors and administrators and support personnel, and clients on a regular 

basis. 

 Organizational skills: Organization and prioritization are the core elements of the 

Administrative Assistant's responsibilities. You must know how to keep yourself and 

others organized and how to determine which tasks are the most important in a given list. 

 Writing: Spelling, punctuation, sentence structure and writing are essential to an 

Administrative Assistant, who must be proficient in a variety of styles, from creative to 

professional to technical to education and more. 

 Time management skills defined as – establishes courses of action to properly manage 

workloads, schedules, assignments, and appointments appropriately to accomplish goals 

on time (meet deadlines) Added to the definition – reports to work on time, makes 

personal appointments outside of work hours whenever possible. 

  

 Computer literacy skills – to include but not limited to – email, Word doc, excel, and 

Power point. 

 Accounting and documentation skills 

 Decision-making skills 

 Strategic planning skills 

2.  Administrative Assistant education and training requirements 
This position requires the incumbent be an active member in good standing of a local Baptist 

Church.  

The minimum level of education for an Administrative Assistant is a high school diploma or 

GED. This position requires a personable dedicated Christian who is a good listener and loves to 

communicate with fellow Christians at all levels. 

 

3. Benefits 
 Paid Holidays: New Year's Day, Good Friday, Memorial Day, Independence Day, Labor 

Day, Thanksgiving day, Christmas Day 

Sick days: You are expected to work when you are physically able. If you are sick, 

communicate with your supervisor. 

 No health insurance 

 


