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OPERATIONS EXECUTIVE ADMINISTRATIVE ASSISTANT				JOB DESCRIPTION							
JOB SUMMARY:
The Operations Executive Administrative Assistant provides comprehensive administrative support to the Operations Pastor as he oversees the business of River City Church and its affiliated ministries and legal entities.  This position is critical to ensuring the smooth functioning of activities, managing communication, and contributing to the organization’s efficiency. This position requires a high level of professionalism and the ability to handle multiple tasks with accuracy and attention to detail.

REPORTS TO: Josh Franklin – Operations Pastor

PAY:
Full-time ($15 - $17 per hour)

QUALIFYING CHARACTERISTICS:
The employee must be a Christian with an authentic and a mature personal relationship with Jesus Christ, who agrees to the River City Church beliefs, Lifestyle Statement, and Honor Code in both their professional conduct and personal lifestyle.

DUTIES/RESPONSIBILITIES:
· 25% - Payroll Functions
· Process payroll on a bi-weekly basis in coordination with our Payroll provider.
· Communicate with staff regarding questions related to payroll.
· 50% - Administrative Tasks
· Maintain the Operations Pastor’s calendar
· Support Human Resources Functions
· Assist with the development of Human Resources policies and documents.
· Maintain personnel files for church employees in compliance with regulations.
· Assist with the development and organization of operational policies and procedures.
· Work with our insurance company on any work comp or vehicle claims, escalating to the Operations Pastor as necessary.
· Bookkeeping and reporting.
· 15% - Grant Administration
· Assist in administering and monitoring grants, including reporting, tracking funds appropriately, and submitting to grant organizations for payment.
· 10% - Other duties as assigned
· Serve as receptionist at the front desk as needed.

REQUIRED SKILLS AND ABILITIES:
· Excellent verbal and written communication skills.  
· Strong administrative abilities with excellent organizational skills and attention to detail.
· Ability to perform well in a fast-paced environment.
· Ability to work independently and prioritize projects in a multi-task environment.
· Familiar with Microsoft Office Word, Excel, Power Point, Outlook, and ChatGPT.
· Ability to project a confident and professional image.
· Ability to handle and maintain confidential information.
· Steady, positive attitude, people oriented, team player, customer service minded.
· Comfortable working in a church or ministry setting, respecting and supporting the mission and values of River City Church. 

EXPECTATIONS:
· Work 40 hours per week as business needs dictate.

EXPERIENCE/EDUCATION REQUIREMENTS:
· High School Diploma or GED
· Human resource or bookkeeping experience preferred

PHYSICAL REQUIREMENTS:
· Prolonged periods of sitting at a desk and working at a computer.
· Must be able to lift up to 20 pounds.


Employee Signature____________________________________________ Date ______________________________


Supervisor Signature___________________________________________ Date _______________________________

Equal Employment Opportunity Statement: River City is committed to providing Equal Employment Opportunity for all candidates regardless of race, age, color, or national origin.
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