
High River Alliance Church – Administrative Assistant

 
Although this is a job, the individual who serves as the Administrative Assistant must see the position as 
a ministry as well as a job. The performance of the duties outlined below is essential for High River 
Alliance Church to fulfill its mission. We strive to be good stewards of the resources God has entrusted 
to us. 

The individual who takes on this position understands that their responsibilities are not only the 
fulfillment of employment duties but also service to Jesus Christ. In the same way, the manner in which 
we work is important, and the person who serves as the Administrative Assistant is expected to strive to 
help in a manner that reflects the integrity and values of High River Alliance Church.

“Whatever you do, work at it with all your heart, as working for the Lord, not for men, since you know 
that you will receive an inheritance from the Lord as a reward; it is the Lord Christ you are serving.”  
Colossians 3:23-24

“The fruit of the Spirit is love, joy, peace, forbearance, kindness, goodness, faithfulness, gentleness and 
self-control.”  Galatians 5:22-23

 
General Priorities  

1. Worshipplanning.com: (2.5 hours) The primary focus of the Administrative Assistant position will 
be working with worshipplanning.com or equivalent, as this program helps us co-ordinate our 
teams and schedule our ministries.

- Work with Ministry Leads to schedule(input) volunteers for ministries. (weekly)

- Send out invitations to volunteers serving (weekly)

- Coordinate with Lead Pastor to input necessary information for service planning (as needed)

2. Calendar Synchronization: (0.5 hours)

- Synchronize electronic with master calendar in the office (weekly)

- Double check calendar for conflicts and take appropriate action (weekly)

3. General Administrative Duties: (2 hours)

- Ensure bulletin boards are kept up to date, mail, Powerpoint (weekly)

- Distribute promotional material (weekly or as needed)

- Answer phones, church mailbox management, outside sign (as needed)

- Fill in when needed to maintain posted office hours

- To ensure the maintenance and updating of necessary office equipment 
 
 



 

4. Facility Rental Agreements: (As needed) Facility Rental Agreements are arranged by the Lead 
Pastor, but there are general duties that that the Administrative Assistant will help with.

- Communicate with user groups to ensure contracts are signed and receive payment.

- Communicate with user groups and staff to ensure building is open and ready for use.

- Serve as host or find a host for user when needed outside of office hours.  
(Remuneration for this will be paid out separately from user group fees) 

Hours of Work  

1. 5-10 hours a week

2. Tuesday 2:30 PM-5:00 PM

3. Friday 9:30 AM-12:00 PM

Reporting 

The Administrative Assistant reports directly to the Lead Pastor.

Remuneration 

$16/hour

*Job competition will cease when a suitable candidate is found.

To apply, send your resume to byron@highriverchurch.com


