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Job Title Receptionist 

Department  Administration  

Reports To: Minister of Administration  

FLSA Status  Non-Exempt   

Prepared By: Administration  

Prepared Date May 2016 

Approved By: Senior Pastor/Minister of Administration  

Approved 
Date: 

May 2016 

Job Summary 
 
The church receptionist presents a Christian, loving first impression of the ministry by providing quality 
receptionist support to church members and visitors and clerical support as directed by the Minister of 
Administration, Office Manager or Assistant Pastor. 

 
Purpose 
 
The receptionist is responsible for the administrative operations of the front desk which include managing 
the front desk in compliance with Grove’s mission and vision.  

 
Character Traits  
 
Stable Mature Christian, Dependable, Loyal, Discreet, Friendly, Professional, Neat, Servant Spirit, Strong 
Leadership Qualities, Detail-Oriented, Organized, Integrity, Ethical, Distinguished Work Ethic, Flexible, 
Respect for Others, a Team Player with a passion for efficiency and excellence in service. 
 
Essential Duties and Responsibilities  
 
The following, while not an exhaustive list of duties associated with the position, is intended to familiarize 
you with the general requirements this role entails.   
 

1. Receive, screen, and direct callers/visitors with warmth, love, tact, and diplomacy to the 
appropriate staff person. 

  
2. Provide requested information and/or refer to the appropriate staff person. 

 
3. Take written accurate messages and distribute in a timely manner to appropriate staff person. 

 
4. Pick up mail from the post office each morning and drop off mail left in the mailroom.   

 
5. Distribute emergency fund applications, answer general questions and refer others to 

Administrative Assistant to Pastor of Congregational Care. 
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6. Assist the Administrative Assistant to Pastor of Congregational Care in the administration of 
Grove’s Food Pantry.  Assist with applications and database management.   

 
7. Take registrations for ministry programs and special events as needed, which include retrieving 

messages from voice mail and answering questions about programs/events. 
 

8. Proof church bulletins as directed by the Director of Marketing. 
 

9. Check and sign for deliveries, before informing the relevant member of staff of their arrival. 
 

10. Ensure church business is handled with strict confidentiality and professionalism.  
 

11. Keep reception area orderly and encourage visitors not to congregate at desk. 
 

12. Assist with database management as requested by the Assistant Pastor of Congregational Care 
and the Minister of Administration. 
 

13. Serve as point of contact for the ACS Ministry Scheduler and input all requests for room 
reservations.  

 
14. Participate in monthly staff meetings. 

 
15. Other duties may be assigned. 

 
Qualifications and Credentials  
 
Personal: 

1. Be an active member and tither of a local church. 

2. Able to be a consistent positive role model.  

3. Able to make decisions and follow-through on commitments. 

4. Recognized integrity and credibility. 

5. Proven ability to maintain confidentiality and to be trustworthy. 

6. Able to pass background check.  

Spiritual:  
1. Walk daily with Jesus, continuously seeking a stronger personal relationship with Him and 

must have a heart for worship and the willingness and flexibility to work effectively with 
others.   

2. Possess a passion for God and a strong desire to spread the message of Jesus Christ to others 
on a personal and professional level. 

3. Subscribe to and support the Mission of the church, the Pastor’s three-point vision, the 
Statement of Faith and the Core Values as indicated in F.I.R.E. 

4. Commit to prayer and fasting about ministry decisions and activities. 

Professional: 
1. Physically able and technically proficient to perform tasks outlined in responsibilities and 

duties section as listed.   

2. Understand and subscribe to work safety practices in the working environment.   
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3. Establish consistent, productive working relationships with those involved in coordinating 
the  

 

worship experience and the operations of the music ministry. 

Knowledge, Skills and Experience  
 

1. Work requires the level of educational development normally acquired by completion of a high 
school program plus specialized knowledge up to one year in occupational specific training such 
as business or secretarial course work.   

 
2. Requires 1-year experience including hands-on clerical and administration work.  Requires typing 

skills at a minimum of 40 wpm.   
 

3. Requires a working knowledge of Microsoft Office.  This level of proficiency and knowledge is 
normally acquired with one- year of related, hands-on experience. 

 
4. Strong communication and interpersonal skills are required in order to relate with a wide variety 

of people and to provide information across a broad spectrum of church procedures and activities. 
 

5. Requires organizational ability to plan and complete individual and group tasks. 
 
Work Schedule Expectations  
 
Hours: 40 hours per week, Monday - Friday 9am -5pm, with limited overtime. 
 

Pay: $12-14.00 per hour dependent upon qualifications and completion of 90 day probation period. 
 
 

 
 

 
 
 
 

 
 
 

 


