
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

JOB DESCRIPTION 
_________________________________ 

  
EXECUTIVE ASSISTANT TO THE LEAD PASTOR 
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CHRIST COMMUNITY EXISTS TO  
MAKE GOSPEL-CENTERED DISCIPLES 
AMONG ALL PEOPLE FOR THE  
GLORY OF GOD.

 
 
 
 

 
  
 

THE GOSPEL ABOVE ALL 
 

 
More than anything else, Christ Community is a church that is about the gospel. 
 
Jesus tells his disciples and those who would follow, “All authority in heaven and on earth has been 
given to me, go, therefore, and make disciples of all nations, baptizing them in the name of the 
Father and of the Son and of the Holy Spirit, teaching them to observe everything I have 
commanded you. And remember, I am with you always, to the end of the age.’” 
 
We believe Jesus radically changes a person’s life. We are to remind ourselves daily that we have 
been set free from the power of sin and condemnation and to live in light of this freedom. We do 
not work for our salvation, but our salvation has been given to us freely by God himself through 
faith in Christ. Therefore, we are to live out the gospel of grace every day in our personal lives as 
well as with those we are around. 
 

 
 
 OUR CORE VALUES 

 

 

BIBLICAL AUTHORITY 
INTENTIONAL WORSHIP 

COMMITTED COMMUNITY 
MISSIONAL MULTIPLICATION 

RADICAL GENEROSITY 
PRAYERFUL DEPENDENCE 
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OVERVIEW 
 

 
Purpose and Primary Responsibilities: The Executive Assistant to the Lead Pastor will handle a 
wide range of administrative related tasks for the Lead Pastor. This person must be exceedingly 
well-organized, flexible, and enjoy the administrative challenges of supporting a high level, 
executive-minded leader. Must be technologically and social media savvy, with high capability to 
effectively communicate through electronic media.  

The Executive Assistant must have the ability to interact with all levels of internal staff, 
congregants, visitors, and external church relationships in a fast-paced environment and remain 
flexible, proactive, resourceful, and efficient with a high level of professionalism. Written and 
verbal communication skills, strong decision-making ability, and attention to detail are equally 
important.  

In addition to the specific responsibilities below, the Executive Assistant will be responsible for 
such duties as assigned by the Lead Pastor.  

AREAS OF ESSENTIAL RESPONSIBILITY 
 

Administration 

• Manage the Lead pastor’s calendar appointments, meetings, and phone conferences, 
including meetings with staff, supporters, friends, ministry contacts, boards, and ministry 
teams; keep appropriate parties informed in advance. 

• Manage the Lead Pastor’s incoming correspondence (calls, mailings, and e-mail). 
• Coordinate Lead Pastor's daily, weekly, monthly, and annual appointment schedule with 

church calendar for maximum ministry effectiveness, keeping Lead Pastor apprised of 
appointments regularly. 

• Manage all speaking engagement and travel opportunities, coordinating details with all. 
• Be aware of the overall church, ministry goals and programs, and the Lead Pastor's detailed 

responsibilities related to these. 
• Assist the Lead Pastor with sermon preparation by researching various topics, reading 

articles, and exploring illustrations and items as needed. 
• Coordinate logistics for lodging and meals for annual various staff and ministry retreats. 
• Assist with coordination, setup, and staffing of church events.  
• Assist with church-wide communication, including weekly email from the Pastor. 
• Assist with resource procurement, including office, promotional and, hospitality supplies. 
• Assist with upkeep of contact management system, event calendar, and staff calendar. 
• Be present on Sundays to help with Lead Pastor and Ministry needs as they arise. 

 
Other Important Items 

• Word processing, proofreading, creating and editing digital and printed materials such as 
bulletins, church-wide emails, sermon slides, etc.   

• Present on Sundays and for occasional events outside office hours. 
• Other duties as assigned by the Lead Pastor. 
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DETAILS 
 

 
Full-time, exempt position. Generous benefits package, salary commensurate with experience. 
Reports to the Lead Pastor. 
 
Essential Attributes of a Successful Candidate 
 

1. Highly administrative with an eye for detail 
2. Possesses strong character, wisdom and discernment.  
3. Analytical thinker with excellent organizational skills and a bias toward action.  
4. A trusted, proven individual with a servant’s heart and demonstrated commitment to 

functioning in a high-performing team, has follow-through ability. 
5. Be a high-capacity person, able to handle a large diversity of details and projects, in an 

ever-changing environment. 
6. Desires and able to complement and support the Lead Pastor. 
7. Fully supportive of the Baptist Faith and Message.  
8. Ability to design systems and processes for continuous improvement.  

 
Please send a cover letter and resume by email only to Rachel Mauro, 
rachelm@christcommunity.com. 
 
 


