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Pleasant Valley Baptist Church

www.pleasantvalley.org
Pleasant Valley Baptist Church Job Description

Position:
Administrative Assistant Next Gen
Reports to:
Director of Early Childhood Ministry
Status:

Full-time

Classification:
Nonexempt

This position supports all Next Gen Ministries (Nursery, Preschool, Kids Connection Learning Center, Children and Students) to accomplish the weekly programs at PV.  This position requires someone with a relationship with Jesus Christ who is loyal to the mission/vision/leadership of Pleasant Valley Baptist Church and willing to be responsible for supporting and implementing an “equipping culture” at PV.


1. Administrative

a. Curriculum copying and support

b. Respond to phone calls, emails, and other requests for information in a timely manner

c. Maintain forms/letters/correspondence

d. Make appointments and calendar requests through Planning Center for the department

e. Track attendance for Early Childhood
f. Coordinate large order supplies for Early Childhood, Children’s and Student Departments and KCLC
2. Program Support/Events

a. Schedule meetings and events on Planning Center and shared calendars
b. Track reservations and registrations for special events

c. Provide all administrative support for baby dedications

d. Support and help organize special events as they are developed

3. Communication

a. Weekly communication with first time guests for Early Childhood
b. Regular communication with all ministry partners 

4. Financial for Early Childhood, Children and Student Ministries
a. Submit requests for purchase orders and check requests 
b. Process weekly Visa reports 
5. Equipping and Overseeing Ministry Partners

a. Invite, develop and lead a team of office ministry partners to support Next Gen ministries

b. Support weekend ministries by serving with leadership team in Early Childhood during events
c. Participate in training and enrichment opportunities as they are available

6. Oversee the background check process for all ministries of the church
a.  Process applications and personal references
b. Provide follow up with potential ministry partners and corresponding staff members

c.  Assure the security of all applications while working with other departments
d. Ensure timely renewals on a rotational basis

1. Detail oriented and able to take initiative
2. Thorough knowledge of Microsoft Office Suite/computer skills; ability to learn new software
3. Customer Service skills/excellent people skills
4. Ability to prioritize jobs and projects and collaborate with multiple leaders
5. Willingness and aptitude for equipping others
6. Sense of calling for the position
7. Chemistry that will work well with immediate supervisor and demonstrates a good fit

Experience: 1) At least one year of office experience.  
                       2) Experience working with a team and developing others.
Education: Minimum of a high school diploma.
Signature: ______________________________________________________ 

Date: ____________________________________ 
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