
[APPLICATION PROCEDURE:  This posi5on is open immediately. To apply send a
cover leBer that includes experience as it relates to this posi5on, salary history,

two professional references, and complete contact informa5on to: Administra5ve
CommiBee, Trinity Presbyterian Church, 140 N Tyler, Ogden, UT 84404]

 
TRINITY PRESBYTERIAN CHURCH, OGDEN, UTAH

POSITION DESCRIPTION

Posi5on 5tle: Administra5ve Assistant
Reports to: Pastor and Finance Elder
Posi5on status: Part 5me
Benefits: None

The Administra5ve Assistant is accountable to and supervised by the 
Pastor. The person must be competent in MicrosoW programs, Donarius financial 
program, be proficient on the computer, detail oriented, have good interpersonal 
skills, strong communica5on skills, and be reliable and punctual.  

Du5es include;
1. Work in tandem with the church bookkeeper to keep accurate and 

detailed financial reports.
2. Write occasional manual checks.
3. Keep track of church debit card monthly ac5vity and provide 

informa5on to the bookkeeper.
4. Keep track of the Square account monthly ac5vity and provide 

informa5on to the bookkeeper.
5. Assure tax exempt status is correct with all vendors.
6. Answer and screen incoming telephone calls.
7. Type, copy, and collate weekly worship bulle5ns under the 

supervision of the pastor.
8. Type leBers, envelopes, minutes, etc. for the pastor and the 

congrega5on, as requested.
9. Collect reports and type, copy and collate annual reports for 

distribu5on to the congrega5on and the presbytery.



10.Perform other du5es as assigned.
11.Send prayer requests and other social media informa5on, as 

requested.
12.Maintain digital and print files of all key documents.
13.Keep secure files on employees, volunteers, and contract staff.
14.Submit to a background check.
15.Be bonded.
16.Annually sign the Sexual Misconduct Preven5on and Response Policy.
17.Waive the right to be paid twice monthly. 

Compensa5on:  The salary for 2020 is $12-15 per hour, depending on experience, 
net, aWer withholding of Social Security and Medicare (FICA).  The Administra5ve 
Assistant will work no more than 10 hours per week. No benefits are provided.  

The Administra5ve CommiBee will meet with the Administra5ve 
CommiBee at least annually to review performance and compensa5on.  

___________________________________ ______________
Name Date

__________________________________ ______________
Administra5ve CommiBee representa5ve Date

Trinity Presbyterian Church does not and shall not discriminate on the basis of 
race, color, religion (creed), gender, gender expression, age, na5onal origin 
(ancestry), disability, marital status, sexual orienta5on, or military status, in any of
its opera5ons or ac5vi5es.  These ac5vi5es include, but are not limited to, hiring 
and firing of staff, selec5on of volunteers and vendors, and provision of services. 
We are commiBed to providing an inclusive and welcoming environment for all 
members of our staff, volunteers, subcontractors, members, and supporters.
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