
	Executive & Communications Assistant	
	
Position Type
	Administrative 
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	Director of Administration

	Directly Supervises
	None
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	Full Time; 40 hours per week; hours to be determined with Supervisor 

	FSLA
	Non-Exempt

	Approved By
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	September 2026



Job Summary
The Executive & Communications Assistant provides administrative and communications support to the Lead Pastor and Director of Administration. This position helps coordinate the day-to-day activities of church leadership and supports clear, timely, and engaging communication across the congregation.
The position requires strong organizational and communication skills, attention to detail, discretion, sound judgment, and the ability to manage multiple priorities in a collaborative ministry environment.
Essential Duties and Responsibilities 
1. Executive & Administrative Support
· Provide administrative support to the Lead Pastor and Director of Administration, including calendar coordination, correspondence, meeting preparation, and follow-up.
· Coordinate meetings, agendas, materials, and action items for leadership, boards, and committees.
· Maintain meeting notes, minutes, records, and other organizational documents.
· Anticipate administrative needs, organize information, and follow through on assigned projects and commitments.

2. Communications & Worship Support
· Prepare and coordinate weekly worship bulletins, presentations, announcements, and other service materials.
· Develop and coordinate newsletters, email communications, announcements, and other communications for the congregation.
· Create and format basic graphics and communication materials consistent with Good Shepherd's visual identity.
· Gather, edit, proofread, and organize content from pastors, staff, and ministry leaders.
· Coordinate communications deadlines and ensure materials are accurate, complete, and distributed on schedule.
· Use appropriate technology and software to support worship and communications, including Proclaim and other digital tools.


3. Operational & Staff Support
· Support routine administrative processes related to employee onboarding, benefits, payroll, background checks, and personnel records.
· Maintain accurate and confidential organizational, personnel, and other administrative records.
· Provide administrative support for the Columbarium, including records, correspondence, and coordination of related activities.
· Assist with organizational reporting, audits, compliance documentation, and other administrative processes.
· Coordinate information and follow-up across staff, committees, volunteers, and ministry areas.

Competencies:
· Strong written and verbal communication skills.
· Excellent organizational skills and attention to detail.
· Ability to maintain confidentiality and exercise discretion when handling sensitive information
· Ability to manage multiple priorities, projects, and deadlines.
· Strong editing and proofreading skills.
· Ability to exercise sound judgment and maintain confidentiality.
· Strong interpersonal skills and ability to work effectively with pastors, staff, volunteers, congregation members, and visitors.
· Ability to work independently while also contributing effectively as part of a team.
· Demonstrated initiative, flexibility, and problem-solving ability.
· Proficiency with Microsoft Office and the ability to learn new technology and software.
· Knowledge of Christian themes and a commitment to the mission and ministry of Good Shepherd Lutheran Church.
Minimum Qualifications:
· High school diploma or equivalent.
· Three or more years of experience in administrative support, communications, office coordination, or a related field.
· Demonstrated experience managing multiple priorities and producing accurate, timely work.
· Strong written communication, editing, and proofreading skills.
· Proficiency with Office 365 Suite.
· Successful completion of a background check.
· Valid driver's license and ability to travel between the Madison and Verona campuses.
· Demonstrated ability to manage deadlines and consistently produce accurate, high-quality work.
· Pass a background check.

Preferred Qualifications
· Associate or bachelor's degree in business, communications, marketing, or a related field.
· Experience providing administrative support to organizational leadership.
· Experience with communications, newsletters, graphic design, or digital content.
· Experience working in a church, nonprofit, or community-based organization.
· Familiarity with church presentation or communications software such as Proclaim or ProPresenter.
· Experience supporting HR, payroll, benefits, or other administrative processes.

Physical Demands
Duties performed by this position require a basic level of physical ability. Reasonable accommodation may be made to enable individuals with disabilities to perform the essential functions of the position.
Work Environment
Good Shepherd is a vibrant church community with campuses in Madison and Verona. The position primarily works in a professional office environment and regularly interacts with pastors, ministry staff, administrative staff, volunteers, congregation members, and visitors.
Travel
Travel is required between Good Shepherd's Madison and Verona campuses and occasionally to community events.
Equal Employment Opportunity Employer  
The church is an Equal Opportunity Employer. Except as otherwise allowed by law, it is the church's policy and practice not to discriminate against any person based upon race, color, creed, citizenship, national origin, ancestry, age, sex, marital status, sexual orientation, gender identity/expression, disability, arrest or conviction record, membership in the national guard, state defense force or any military reserve component, or any other classification protected under applicable federal, state, or local law.
Where reasonable accommodation is necessary to allow qualified individuals with known disabilities to perform the essential functions of their job, the church will make such accommodation unless doing so would result in an undue hardship to the church.
Other Duties
This job description describes the general nature and level of work performed by the position. It is not intended to be a comprehensive list of all duties, responsibilities, or qualifications. Duties and responsibilities may change based on the needs of the church.
Signatures
This job description has been approved by all levels of management.  
Employee signature below constitutes employee’s understanding of the requirements, essential functions and duties of the position.*

Employee:________________________________________________Date__________

Supervisor:_______________________________________________Date__________

* This document does not create an employment contract, implied or otherwise, other than an at-will employment relationship.  Good Shepherd Lutheran Church maintains the discretion to add duties or change the duties of this position at any time.   
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