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Job Description | Administrative Assistant 

 

Grace and Holy Trinity Church is seeking part-time administrative support. Job duties include:  

 

--typing, formatting, proofreading and editing correspondence, reports, bulletins and other documents;  

--researching and compiling lists, records and details using electronic resources and hard copy;  

--recording, checking and analyzing data and other information, primarily using Excel, Word and 

Microsoft Office in a Windows-based environment; and  

--coordinating catering, scheduling meetings, answering phones, directing visitors, filing, copying, 

scanning and a variety of clerical duties.  

 

Candidates should be detail-oriented and have a proven track record prioritizing work, strong 

organizational and problem-solving skills, a professional attitude and appearance, plus good judgment 

and initiative. Excellent communication skills (both verbal and written) are required in this position, as 

well as the ability to interact courteously and effectively with a variety of people, including staff, 

church members, guests and volunteers. Ability to work independently under general instructions, an 

excellent work ethic and being flexible in daily responsibilities with a proactive attitude are desired 

traits in this role.  

 

Hours are Monday – Friday 9 a.m. to 12 p.m.; Grace and Holy Church is conveniently located one 

block from VCU’s Student Center and offers free parking behind the church.  A minimum of one year 

of experience using Microsoft Office is required, along with three references. The rate of pay is 

$10.00-$14.00 per hour; attendance at some Sunday services to learn structure and flow will be 

required in the first 60 days of employment.  

 

Qualifications 

Excellent communication skills, both verbal and written  

Ability to work independently under general instructions and with a team  

Must be punctual with a proactive attitude, excellent work ethic and ability to be flexible in daily 

responsibilities  

Confidentiality and Courtesy required  

Duties include answering the phone, directing visitors, run errands, data entry, database work, 

research, working with multiple people  

Ability to interact courteously and effectively with a variety of people, including staff, church 

members, guests and volunteers  

Demonstrated ability to work independently and use initiative. Must be detail oriented and have the 

ability to manage multiple priorities.  

Strong organization skills; experience prioritizing work and analyzing data  

Professional attitude and presentation  

Good judgment and initiative; accurately complete all projects  

Types, formats, proofreads and edits correspondence, reports and other documents  

Records and proofreads data and other information  

Operates photocopiers, scanners, facsimile machines, voice mail systems, personal computers and 

other office machines  

Proficiency in Microsoft Office including Word, Excel and Outlook in a Windows-based environment 


