Zion United Church of Christ 
240 Elmwood Ave, Le Sueur, MN 56058 
zion@zionlesueur.com 

JOB OPENING: ADMINISTRATIVE ASSISTANT

ZION UNITED CHURCH OF CHRIST (UCC) in Le Sueur, Minnesota is seeking a personable, self-motivated, and resourceful individual to serve as Administrative Assistant to the Pastor and be the welcoming face of the church to all who enter the church office. The Administrative Assistant will work cooperatively and efficiently with and under Pastor and the Church Council and will be accountable for keeping all church records as well as the following responsibilities:
· Prepare as necessary all materials, hard copy and/or digital, for the worship services
· Answer communication appropriately (phones, emails, greeting guests) 
· Edit and produce the electronic church newsletter in Constant Contact
· Prepare and mail monthly newsletters (11 times per year) 
· Maintain all required mailing lists
· Maintain all required general files
· Record all offerings received and prepare and distribute all quarterly and annual giving statements
· Record church attendance in Church Windows
· Prepare and produce the Annual Report and Council Reports
· Order all materials and supplies needed for the operation of the church
· Update church websites (Facebook and zionlesueur.com) 
· Create fliers and other forms of advertisements 
· Complete weekly book keeping on Church Windows (enter offering, record receipts, process/pay bills, prepare reports, process payroll) 
· Track all bank accounts and special funds 
· Assist with budget 
· Submit quarterly and annual payroll reports 
· Create and maintain employee files 
· Perform the duties of the church office as assigned by the Pastor and other staff

This is a full-time, in person, position (30 hours per week) with a beginning wage of $21-$25 per hour based on experience with the additional benefit of 2 weeks/year of Paid Time Off. The office hours for this position are 9:00 a.m. – 3 p.m. Monday through Friday. Days and hours could be negotiated.

MINIMUM QUALIFICATIONS:
· Experience working as an Administrative Assistant preferred.
· Customer service skills are essential.
· Demonstrates exceptional attention to detail in all tasks.
· Strong interpersonal skills with sensitivity to the needs of our members and visitors.
· Team-oriented. The Administrative assistant will work closely with the Pastor as well as the church council, church committees, organists, members, visitors, and outside vendors. 
· Simple accounting skills.
· Experience in the use of Microsoft Office and Church Windows and the willingness to learn church management software and other web-based applications.
· Proficiency in Canva. 
· Strong, accurate filing and record keeping skills.
· Self-starter who can work independently and take initiative to complete tasks efficiently.
· Familiarity with the church’s yearly calendar is preferred. Candidates should be able to proactively be aware of upcoming church activities, special services, and other miscellaneous functions well in advance to ensure smooth scheduling and coordination.
· Be willing to approach every task with commitment to exceed expectations, showing dedication and proactive attitude even when challenges arise.
· Must be a committed follower of Jesus Christ as this position will play a key role in fulfilling our Church’s mission and actively living out our Faith. 
Any further questions/comments, or to submit your cover letter and resume, please email us at zion@zionlesueur.com. 

Zion’s Mission is 
To worship God, to hear God’s Word, to give God praise, honor, and glory; 
To witness by sharing our faith in Christ, God’s love, forgiveness, and grace, and 
the Good news of the Gospel;
To work together using the gifts and fruits of the Holy Spirit in serving 
others and in joyful fellowship.




