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Administrative Assistant 
Part Time Position (16 hours per week) 

 

Position Purpose 
Trinity’s mission is to be a community of believers committed to knowing and loving God, while bringing 
all people to maturity in Jesus Christ. Administrative Assistants support our mission by facilitating effective 
and efficient office administration, and by supporting Trinity’s ministries and team leaders. 

Primary Responsibilities 
1. Using Realm (Trinity’s online church management software) as a primary tool, support the following 

ministries: Connections, Students, Worship, Young Adults, and Connection Groups ministries. 
This work includes accurate and timely data entry, follow-up with groups and group leaders, and 
managing “pathways” – which are steps and activities in processes that support spiritual growth. 

2. Provide dedicated support for the staff leaders who oversee these ministries. (Pastor of Student 
Ministries, Pastor of Worship & Young Adults, Pastor of Congregational Care, Director of Connection 
Groups & Communication, and Director of Worship – Classic Service) 

3. Provide office assistance to the congregation and the public. As a member of the Admin. Team, 
answer phones and the door, follow-up on questions & requests, provide assistance to “walkers” and 
guests, and open and close the building at the beginning and end of the day. 

4. Provide project support and Admin. Team support. Work collaboratively with other members of the 
Admin. Team to prepare projects and events with timeliness and excellence. 

Accountabilities 
This position reports to the Pastor of Administration and is a member of the Admin. Team. 

Qualifications 
• A Christian who affirms and supports Trinity’s mission, vision, and statement of faith (next page). 

Regular involvement as a congregant at Trinity is preferred but not required. 

• Organizational and administrative skills. Ability to prioritize and multi-task while remaining graciously 
flexible for interruptions and unforeseen needs. 

• Strong interpersonal skills that are demonstrated in friendly, gracious communication in person, on 
the phone, and in writing. Ability to discern and maintain confidentiality as appropriate. 

• Strong computer skills, particularly in working with online (cloud-based) systems, email 
communications, and the Microsoft Office suite of applications. Proficiency in graphic design is optional, 
but a plus. 

• A self-starter with the ability to take initiative and work independently. Discerns and implements 
efficiencies and improvements. 

• Available to maintain timeliness with the following work schedule: Mondays 8:00 a.m. – 4:00 p.m., 
Tuesdays 8:00 a.m. – 12:00 p.m., and Wednesdays 7:30 a.m. – 11:30 a.m.  

Terms of Employment 
1. This position is part time (16 hours per week on average) with a probationary period of three months. The 

initial three-month performance review allows both the individual and Trinity to address any concerns or 
to reevaluate employment. Overall performance will be reviewed annually. 

2. Application must be made in writing using the supplied form. References are required. 

3. Trinity’s hiring decisions are made on the basis of skills, experience, qualifications, and ‘goodness of fit’ 
with the mission, vision, statement of faith, and ministries of the church. Hiring decisions are not made on 
the basis of an individual’s need, availability, or church relationships. 
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MISSION 
Trinity is a community of believers committed to knowing and loving God, while bringing all people to maturity in 
Jesus Christ. 

VISION 
Everyone A Disciple.  Everyone A Disciple Maker. 

STATEMENT OF FAITH 
1. God.  We believe in one God, Creator of all things, holy, infinitely perfect, and eternally existing in a loving unity 
of three equally divine Persons: the Father, the Son and the Holy Spirit. Having limitless knowledge and sovereign 
power, God has graciously purposed from eternity to redeem a people for Himself and to make all things new for 
His own glory.  

2. The Bible.  We believe that God has spoken in the Scriptures, both Old and New Testaments, through the 
words of human authors. As the verbally inspired Word of God, the Bible is without error in the original writings, 
the complete revelation of His will for salvation, and the ultimate authority by which every realm of human 
knowledge and endeavor should be judged. Therefore, it is to be believed in all that it teaches, obeyed in all that it 
requires, and trusted in all that it promises.  

3. The Human Condition.  We believe that God created Adam and Eve in His image, but they sinned when 
tempted by Satan. In union with Adam, human beings are sinners by nature and by choice, alienated from God, 
and under His wrath. Only through God’s saving work in Jesus Christ can we be rescued, reconciled and 
renewed.  

4. Jesus Christ.  We believe that Jesus Christ is God incarnate, fully God and fully man, one Person in two 
natures. Jesus-Israel’s promised Messiah-was conceived through the Holy Spirit and born of the virgin Mary. He 
lived a sinless life, was crucified under Pontius Pilate, arose bodily from the dead, ascended into heaven and sits 
at the right hand of God the Father as our High Priest and Advocate.  

5. The Work of Christ.  We believe that Jesus Christ, as our representative and substitute, shed His blood on the 
cross as the perfect, all-sufficient sacrifice for our sins. His atoning death and victorious resurrection constitute the 
only ground for salvation.  

6. The Holy Spirit.  We believe that the Holy Spirit, in all that He does, glorifies the Lord Jesus Christ. He 
convicts the world of its guilt. He regenerates sinners, and in Him they are baptized into union with Christ and 
adopted as heirs in the family of God. He also indwells, illuminates, guides, equips and empowers believers for 
Christ-like living and service.  

7. The Church.  We believe that the true church comprises all who have been justified by God’s grace through 
faith alone in Christ alone. They are united by the Holy Spirit in the body of Christ, of which He is the Head. The 
true church is manifest in local churches, whose membership should be composed only of believers. The Lord 
Jesus mandated two ordinances, baptism and the Lord’s Supper, which visibly and tangibly express the gospel. 
Though they are not the means of salvation, when celebrated by the church in genuine faith, these ordinances 
confirm and nourish the believer.  

8. Christian Living.  We believe that God’s justifying grace must not be separated from His sanctifying power 
and purpose. God commands us to love Him supremely and others sacrificially, and to live out our faith with care 
for one another, compassion toward the poor and justice for the oppressed. With God’s Word, the Spirit’s power, 
and fervent prayer in Christ’s name, we are to combat the spiritual forces of evil. In obedience to Christ’s 
commission, we are to make disciples among all people, always bearing witness to the gospel in word and deed.  

9. Christ’s Return.  We believe in the personal, bodily and premillennial return of our Lord Jesus Christ. The 
coming of Christ, at a time known only to God, demands constant expectancy and, as our blessed hope, 
motivates the believer to godly living, sacrificial service and energetic mission.  

10. Response and Eternal Destiny.  We believe that God commands everyone everywhere to believe the 
gospel by turning to Him in repentance and receiving the Lord Jesus Christ. We believe that God will raise the 
dead bodily and judge the world, assigning the unbeliever to condemnation and eternal conscious punishment 
and the believer to eternal blessedness and joy with the Lord in the new heaven and the new earth, to the praise 
of His glorious grace. Amen. 


