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FIRST CONGREGATIONAL CHURCH UCC OF HARWICH, MA

ADMINISTRATIVE ASSISTANT JOB DESCRIPTION 
The requirements for the First Congregational Church of Harwich Administrative 
Assistant include:  basic office experience with church office experience a plus, requisite 
knowledge and abilities with minimum of high school diploma, and associate or 
bachelor’s degree. Shows self-discipline, personal balance and self-confidence. Exhibits 
strong organizational and computer skills.  Pays close attention to detail, gets 
satisfaction from completing tasks, maintains strict confidentiality, and is not afraid to 
explore new programs.  Is managed by the Pastor for day-to-day work, and evaluated 
annually by a Personnel Committee formed with representatives from church boards.  

Today’s congregations rely less on hard copies as a primary communication tool. We 
need a staff person skilled to handle the ways people communicate with digital 
programs and platforms and social media. The Administrative Assistant is a liaison 
between parishioners, church boards and committees, and the Cape community-at-
large. The Administrative Assistant must be committed to performing the duties outlined 
below with honesty, friendliness, trust and the highest standards of personal and 
business ethics. Read the Church Covenant, follow the Safe Conduct guidelines, and 
any timely protocols such as Guidelines During the Pandemic, use the Covenant for 
Christian Communication to promote direct communication.

RESPONSIBILITIES:

1. RECEPTION:  Representing the church to the public, convey a positive and friendly 
attitude. Wear appropriate attire. Welcome and assist the public and church members. 
In a timely manner, answer and route all incoming calls; check answering system and 
emails and respond to messages. Maintain appropriate greetings on phone system and 
church computer. Open all mail, except when addressed to the pastor or a church 
leader, and distribute accordingly. Stamp invoices before routing to proper persons. 
Keep the pastor informed in a timely way about newcomers, members and special 
needs (illnesses, deaths, weddings, births, address changes) as well as unfolding 
concerns. Keep desk, drawers and rolodex in orderly form. Update church office and 
Parish House bulletin boards.  

2.. WORD PROCESSING AND PRINTING:  Word process, spell-check and proof-read 
all bulletins (for Sunday worship and special services, such as funerals/memorials, 
weddings, Baptisms, Christmas Eve, Ash Wednesday and Good Friday), messages, 
letters including seasonal ones at Christmas and Easter with envelopes, documents, 
Midweek Messages, Beacons, Annual Reports, and website articles. Find a layperson 
to help proof read for accuracy. Use computer common drive system with pastor and 
keep files in order. Print out any relevant newspaper or online articles, including special 
articles about the church, its members, weddings and obituaries and share with pastor 
and historian.
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3. COMPUTER/SOCIAL MEDIA: Use Microsoft Edge, Word, iCloud, Power Church, 
Publisher, Excel, Mailchimp (or Constant Contact), Face Book, YouTube, Zoom or 
GoToMeeting, and Westhost/WordPress (website). Get training in software, platforms 
and website when needed, in consultation with the pastor and trustee chair. Keep all 
software up-to-date, secured and virus-free. Maintain mailing lists, membership and 
newcomers’ records, Church Directory, website information and links, especially church 
calendars so that there are no conflicts for times and spaces.  Assist Clerk with January 
updates to the United Church of Christ/Data Hub and Dashboard, which reports church 
pastors, laypeople, positions, attendance, finances and such.

4.PHOTOCOPYING AND COLLATING: Photocopy materials such as weekly bulletins, 
letters, sermons, Midweek Messages, Beacons, Annual Reports, with particular 
attention to homebound members without email. (Others receive emails, or go to church 
website.) Find a layperson to help with this, when necessary. Prepare church program/
event materials, such as sign-ups and fliers, as able, using current graphics, mottos and 
addresses. 

5. OFFICE SUPPLIES AND EQUIPMENT: Maintain a clean and orderly office, recycling 
paper and cardboard when able. Coordinate with the Sexton when s/he is on site. Order 
and arrange office supplies, including copy paper, stationery, cards and envelopes, file 
folders, certificates for weddings, Baptisms, confirmations, and new members. Schedule 
maintenance and repair of office equipment as necessary, including telephones, 
computers and copy machines, checking first with the pastor and trustee chair.                             

6.SAFE-KEEPING AND FACILITY CARE: Provide Sexton information about church 
calendar, services, programs and rentals. Offer assistance to service providers hired by 
the trustees/Cabinet for facility maintenance and repair. Respond to initial facility rental 
requests, advising trustees of schedule availability. Mail out any rental agreements, 
tracking deposits and fees. Keep files of certificates for property, equipment, and 
rentals. Purchase stamps or add to PO mailing account, giving receipts to Treasurer. 
Have keys made, distributing, retrieving and keeping a list of them. Safe guard all other 
keys for offices, desks and display cases.

Personnel Committee and Cabinet, August 10, 2020; DEA February 2021


