
UNION LUTHERAN CHURCH (a congregation of the NALC) 

Staff Support Specialist (Part-Time) 

 

Job Description: The Staff Support Specialist will be a support person to the ministry staff, 

the church council and the various committees of the church. 

 

Qualifications:  Candidates for the position must possess the following qualities/skills:  

1. Have a strong Christian faith 

2. Be a team player 

3. Be flexible, cheerful and patient 

4. Ability to comfortably and confidently greet people 

5. Possess organizational skills 

6. Proficiency in Microsoft Office 

7. Ability to learn to use church management software 

8. Writing and editing skills, proficiency in grammar, usage and style 

9. Ability to safeguard confidential information and material 

 

Essential duties and responsibilities of this position include the following; however, other duties 

may be assigned: 

 

Receptionist Responsibilities: 

*Greet visitors to the church office and provide assistance when possible 

*Answer the telephone cordially and cheerfully and provide assistance when possible 

*Handle miscellaneous details (unscheduled, unspecified, unexpected as assigned by the Pastor, 

other staff members, the Church Council or the various Committees) 

 

Secretarial Responsibilities: 

*Handle all church mail, including pick-up, drop-off, and distribution 

*Prepare correspondence as needed and as directed by the staff or the Church Council 

*Prepare weekly bulletins for worship services and bulletins for funerals as requested 

*Prepare the monthly newsletter and send to active congregational members by US mail or 

electronic transmission 

*Arrange and organize material for distribution on the literature rack in the Narthex 

*Maintain a neat and organized working environment 

*File bulletins, council minutes and committee meeting minutes electronically and on hard copy 

as directed by the Executive Committee 

*Design and prepare the Annual Report and Church Directory and send to active congregational 

members by US mail or electronic transmission as directed 

*Design and prepare flyers or mailers as requested 

*Send out all call messages to the congregation or members of established groups as directed by 

staff members 

*Provide secretarial support to the staff and the Church Council 

 

Managerial Responsibilities: 

*Maintain membership records, ensuring an accurate database of active members is available 

*Maintain mailbox slots and distribute mail accordingly 



*Inventory and order supplies for the office and for staff members as needed 

*Supervise the maintenance of church office equipment 

*Recruit and supervise volunteer help for routine tasks as needed 

*Take initiative in problem-solving 

 

The Staff Support Specialist is directly supervised by the Pastor and the Executive Committee.  

Quarterly job reviews and an annual performance appraisal will be performed by the Pastor and 

the Executive Committee.   

 

Hours:  Monday-Thursday; 20 hours per week.  Overtime as needed. 

 

Pay:  Commensurate with experience 

 


