
Second Baptist Church 
Secretary Job Description 
 
Qualifications: 
 

1. Love for the Lord and a willingness to support the ministries of Our 
Church. 

2. Proficient in Microsoft Office—especially Word and Publisher. 
3. Knowledge of office equipment and machines. 
4. Ability to give gracious assistance to staff, members, and guests of 

Second Baptist Church. 
5. Ability to effectively communicate both verbally and in writing. 
6. Ability to be well-organized. 

 
Purpose: 
 
The secretary is accountable for effectively providing administrative assistance 
for the ministry staff and volunteers (20 hrs./wk., 5 days/wk.).  
 
Duties and Responsibilities: 
 

1. Answer phone calls politely and direct calls to appropriate ministries and 
staff. 

2. Organize recurring and incoming announcements for Our Church each 
week.  Manage outside requested announcements as appropriate. 

3. Distribute incoming mail, packages, and faxes. 
4. Responsible for ordering of church materials, flowers, fruit baskets and 

plaques, when needed. 
5. Assist members with the use of office equipment such as phones, fax, and 

copiers. 
6. Maintain church files. 
7. Mail bulletins to sick and shut in members. 
8. Maintain church calendar and schedule of all activities and pastoral 

engagements. 
9. Perform secretarial tasks such as typing minutes, preparing mailings, 

formatting brochures and bulletin graphics, etc. 
10. Assist the Pastor when needed. 
11. Maintain accurate membership data daily. 
12. Prepare and distribute correspondence to visitors and for funerals. 
13. Make sure all correspondence is promptly answered. 
14. Secure the facility as necessary. 
15. Monitor postal machine and maintain ready account balance. 
16. Other duties as assigned by supervisor. 

 












