
JOB DESCRIPTION

POSITION TITLE



Administrative Assistant, Pastor’s Office
REPORTS TO:



College Pastors’ Office

PRIMARY FUNCTION: 
Responsible for providing coordination, administrative and secretarial/clerical assistance for the College Pastors’ Office and the Student Congregation Council.

AREAS OF RESPONSIBILITY:


1. Coordinates production of all service bulletins (Sunday services, Daily Chapel, memorial and other special services) by gathering service order, hymn, scripture, music, announcements and worship leader information from pastors, Chapel speakers, lectionary, organists, music faculty, dance leaders, and Student Congregation Council; orders music Finale files; secures music copyright permissions as needed; designs and lays out service bulletins; proofs bulletin copy; delivers master to Print Center for duplication; retrieves printed bulletins and distributes copies to pastors, Sing For Joy, faculty, and student worship leaders each week. Ensures that all publication deadlines are met.

2.
Assists pastors in scheduling Daily Chapel speakers by constructing and maintaining electronic and written Daily Chapel calendars; orienting speakers to chapel service structure and gathering hymn and scripture information; coordinating with organists, cantors and other musicians; coordinating with Sing For Joy engineering staff for PA and recording requirements; recruiting students to read scripture at Friday Morning Prayer and as needed.

3.
Office receptionist: Directs telephone and office traffic; greets visitors (Chapel speakers, faculty, staff, students and general public), providing general information and problem solving as needed.  Discerns whether or not calls/visits are of an emergency nature and, if  pastor is not present, takes necessary steps to locate one of the pastors or an appropriate substitute.

4.
Coordinates publicity for Pastors’ Office and Student Congregation Council to inform St. Olaf community of events.  Enters Daily Chapel speaker, Sunday worship and special service/event information on the St. Olaf website master calendar; sends weekly e-mail chapel schedule to St. Olaf community; produces weekly Chapel schedule posters for narthex bulletin boards. Designs, produces and distributes posters for special worship events, Bible studies, and Student Congregation elections and activities.

5.
Provides secretarial support to College Pastor, Associate College Pastor and Pastoral Intern. Collects, screens and distributes mail; schedules appointments, meetings and conferences and reserves meeting spaces; keys and sends correspondence as needed; maintains all records and files; sends appropriate materials to the Center for College History; orders and maintains office supplies and special worship supplies; e.g., Communion bread/wine, palm branches, altar candles, Christmas decorations, etc.  Coordinates with Music Department, Political Activities Committee, Conferences & Events, Facilities and others to schedule concerts, speakers and other events in Boe Chapel sanctuary.

6.
Monitors budget units for Pastors’ Office, Student Congregation, and several other units assigned to this office, to ensure accuracy of records and prevent over-spending.  Maintains budget files; runs, reviews and analyzes Lawson budget reports; requests checks; pays bills, completes and submits requests for employee reimbursement and honoraria; gatekeeper for office credit cards.

7.
Special events and projects:

· Organizes and helps host annual Christmas Festival dinner for ELCA Cannon River Conference and Northfield Area Retired Pastors; makes arrangements for dinner, Christmas Festival tickets and student hosts.  Collects dinner money.

· Hosts and arranges for Northfield Area Retired Pastors’ luncheon (6 x year) in the Kings’ Room including room reservations, meal orders and billing.

· Baccalaureate:  Coordinates production of annual Baccalaureate program by gathering information, securing music copyright permissions, submitting order to Communications and signing off on final proof.  Arranges for shuttle bus and gymnasium decoration. Coordinates with other departments to arrange for student ushers and sign language interpreters.  Attends Baccalaureate to ensure that all runs smoothly.

· Conference on Worship, Theology and the Arts (CWTA):  Assists with worship service preparation; prepares worship bulletins for nine services; assists guests. This is an every other year event. * This activity may move to another department. Next CWTA summer 2010.

· Assists with other events and projects to include Summer Music Camp worship service, community-sponsored Easter Vigil service, etc.

8.
Provides secretarial support to Student Congregation Council (about 15 students) by keying and sending correspondence; reviewing budget with treasurer; requesting and sending benevolence checks; maintaining files of minutes and budget; helping as needed.  

SUPERVISORY RESPONSIBILITIES: 
Oversee 8-10 student workers (sacristan, organists, chapel cleaner), working most closely with the sacristan and chapel cleaner.

CONTACTS:
Primary contacts internally are faculty, staff, students, President’s Office, Dean’s Office, Dean of Students office, parents.  Primary external contacts are music publishers, ELCA Synod offices, Cannon River Conference office, Northfield Retired Pastors, local church offices, alums, emeriti, general public.

EDUCATION: 
Essential:
High school diploma


Desirable:
High school diploma with some college

EXPERIENCE:
Essential:
At least one year comparable experience.


Desirable:
Three – five years comparable experience including desktop publishing.
KNOWLEDGE, SKILLS, ABILITIES:

Excellent interpersonal, problem-solving and organizational skills; ability to meet inflexible deadlines, remain calm during difficult situations; work in a noisy environment with frequent interruptions. Strong desktop publishing, spreadsheet and database skills. Music knowledge is helpful but not required.

PHYSICAL DEMANDS:
Lifting up to 50 pounds (retrieving printed material from Print Center), walking to deliver things on campus. 

WORKING ENVIRONMENT:
Office environment.  

WORK SCHEDULE:
FTE: .93 (some flexibility with this FTE)


Term: Full Year (off duty during student breaks)


Shift: Campus Office Hours, 8:00 – 5:00


Monday - Friday

APPROVAL:                                                 Nancy Partin 

DATE:




04-26-04

