
Greenfield United Methodist Church 
Job Description:  Church Secretary 

 
Qualifications: 

1.  Have a caring attitude, excellent people skills, and high integrity 
2.  Be accessible, responsive, reliable, efficient, and flexible to handle the changing needs of the church. 
3.  Have clerical, communications, computer, and general office organizational skills. 
4.  Have effective verbal, writing, editorial, publishing, and web/social media skills. 
5.  Have knowledge of bookkeeping and accounting. 
6.  Have a willingness to learn new skills, and work as a team player. 
7.  It is critical that the Secretary should have the wisdom to refrain from indiscriminately sharing information, 
protecting the reputation and integrity of others through strict confidentiality. 
8.  Have a Christ centered life, knowledge of the United Methodist church, and be able to work with the 
church's unique calendar. 
9.  Must be detail oriented. 

Responsibilities: 
Ministerial 
 
1.  Greet those who come into the office, answer their questions, give needed assistance, or refer them to the 
proper person. 
2.  Answer the telephone and give assistance or forward the call or message to the appropriate person. 
3.  Keep church records as assigned, including records required by the Book of Discipline as well as those 
requested by church committees.  Of primary importance is the maintenance of current membership roll and 
contact lists. 
4.  Maintain a comprehensive file of minutes of all church committees. 
 
Computer/Information Technology 
 
1.  Operation of a computer system in the daily task of organizing and implementing church business.  Assist in 
drafting and typing letters, reports, records, etc., as needed for church staff. 
2.  Keyboarding and computer software proficiency is required using Windows XP or 8, Microsoft Word, 
Excel, Power Point, Publisher, Quick Books, Website Management, email, and Internet. 
3.  Maintain and update database of mailing lists, membership status, birthdays, and committees. 
 
Administrative 
 
1.  Organize and maintain financial records, including payroll, deposits, payments, and bank accounts.  Execute 
spreadsheets for monthly financial reports. 
2.  Organize and send bulk mailings.  Complete postal forwarding of daily church mail. 
3.  Give clerical support to all program staff and church committees.  May be involved in ordering curriculum 
material and other supplies needed by the church, as directed by staff. 
4.  Maintain a master church calendar including, but not limited to:  ushers, greeters, worship leaders, altar 
flowers, acolytes, nursery, children's church, fellowship hall, etc.  
 5.  Schedule all activities in the building.  Interact with outside groups or individuals to schedule use of the 
building.  Maintain staff calendar, vacations, and special church events.  Collect fees due for usage of the 
church facilities. 
6.  Regularly attend Ad Council and Finance Council meetings.  May be asked to attend SPRC meetings. 
 
 
 
 



General: 
 
This position will be every Tuesday and Thursday 9am to 2pm (10 hours) with the understanding the staff 
person needs to be available as needed to meet the needs of the church (Administrative council meetings, 
District charge conference etc). 
 
This position is responsible to the Staff Parish Relations Committee and the Pastor. 
 
Perform other tasks as may be assigned by the pastor or by the SPRC.  Arrange for work to be done when away 
for vacation, training events, or leave of any kind.  Inform the pastor or the chairperson of the SPRC at least two 
weeks prior to taking vacation or personal leave.  Provide the name, address, and telephone number of the 
substitute. 
 
In case of sudden illness, contact the SPRC Chairperson or pastor as soon as possible so a replacement can be 
obtained.  
 
 
 


