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The Episcopal Church of St. John the Baptist

125 Canterbury Drive

Aptos, CA 95003-4367

We welcome all to worship God in the Anglican tradition and to share Christ’s love in the world. We are socially involved in our community and the world. Our parish consists of about 160 households. We are a parish family committed to provide liturgy, bible study, music, counseling and Christian education for children, youth and adults and to equip all of our members for life and service to others.

Job Announcement

Church Administrative Assistant

DESCRIPTION

This is a part-time position, approximately 15 hours a week on average, arranged Mon. through Friday, for the church. The position serves as executive assistant for the rector and is the parish secretary and office manager for a small (160 households), healthy and active congregation.   Duties primarily consist of publishing the weekly service bulletin, which requires gathering information from many individuals and sources and compiling, with help of a scanner, into a standard format; keeping the master parish calendar; maintaining files and records; coordination with staff and volunteers; management of volunteers; maintenance of database of members and prospective members.

QUALIFICATIONS

Strong computer skills; proficiency in word processing (Word Perfect, Word) and simple Excel; excellent knowledge and use of written and spoken English.  Highly desirable are experience and skills in desktop publishing; group e-mail, database programs, Facebook, and office copiers, scanners and faxes.

The ideal candidate will be reliable, self-directed, organized, efficient, able to work in a busy office with multiple distractions, have the ability to communicate effectively with a variety of individuals while responding effectively to a variety of inquiries and questions. Some familiarity with liturgical worship is preferred.

A more detailed job description with application materials is available upon contacting St. Johns.  Calls will be processed during office hours, 9-1, Tue-Fri, at telephone 831-708-2278.  E-mail to: claudiabrown@yahoo.com  Please use “Admin. Asst.” for subject.

