
Zionsville Fellowship 
Administrative Assistant  

 
Overview 
The Administrative Assistant handles a variety of tasks to support the general operation of the 
ZF office, ministry events, and building use. This involves responding to inquiries, maintaining 
supplies, keeping accurate records, and preparing materials for ministry events.  
 
Estimated hours per week: 15-20 
 
Primary Responsibilities  

• Answer and direct incoming calls and greet and direct office visitors.   
• Record Keeping: Maintain church records (files, key documents, participation in 

ministries, events, and groups) 
• Review and update policies and procedures.  
• Oversee background check process for all applicable ministries  
• Manage building use requests: receive inquiries, check calendar for availability, 

communicate with deacons, and provide building access for events.  
• Finance: Manage credit card statements, documentation, and receipts. Drop off bank 

deposit. Write payment and reimbursement checks.  
• Provide various administrative tasks related to funerals (including ordering flowers for 

deaths, births, hospitalizations).  
• Assist with volunteer schedules for various ministries  
• Maintain membership database and church directory  
• Maintain office and supplies (postage, ink and paper, office products, kitchen needs)  
• Maintain office equipment and serve as liaison to vendors 
• Maintain a clean office environment 
• Manage several applications used for record keeping and communication (mailchimp, 

wufoo, simplegive, planning center, subscriptions).  
• Building Administration: Walk-through building to check for maintenance issues. 

Schedule and track repairs. Manage entry system by activating and deactivating, granting 
access, and monitoring log.  

 
Character and Competencies 
All members of our staff will affirm the Zionsville Fellowship statement of beliefs and support 
the purpose and ministry of Zionsville fellowship. They will also seek to display Christ-like 
character when interacting with members, staff, and guests, and contribute to a gospel-culture of 
humility and the fruit of the Spirit.  
 
It’s important for the Administrative Assistant to view this role as a ministry—a way of loving 
and serving others through supporting the smooth operation of the office.  
 
General competencies include displaying a warm, welcoming, and helpful attitude in response to 
questions, confusion, or concerns. Good verbal skills, attention to detail, discernment with 
handling information, and organizational skills are critical for this role.  



Zionsville Fellowship 
Ministry Assistant  

 
Overview 
The Ministry Assistant supports the purpose of Zionsville Fellowship by providing 
administrative help to leaders of various ministries led by members and staff.   
 
Estimated hours per week: 15-20 
 
Primary Responsibilities  

• Assist High School and Middle School ministries by assisting with the administration of 
retreats and prayer partner ministries.  

• Assist Children’s Ministry with copies of lessons, communication to leaders and parents, 
ordering supplies, and monitoring KidCheck for new families and policy alignment.  

• Help execute special gatherings and events (Good Friday service, Christmas Eve, 
courses) 

• Assist with the Habits of the Heart women’s bible study by managing sign-ups, uploading 
audio, and printing lessons.  

• Oversee registration process for men’s and women’s retreats 
• Assist with ministry-specific needs for various additional lay ministries (provide OWLS, 

nursery, men’s ministry, etc).  
• Assist ministry staff by overseeing mailings, making copies, compiling materials for 

courses 
• Assist teaching pastor with coordination & communication for ministry projects, events, 

or courses, and provide administrative support.  
• Prepare welcome bags for welcome ministry  
• Assist with updating inventory and managing deposits for resource corner 
• Plan catering for various ministry events (HS, Discover ZF, elders, special events, etc)  
• Assist with connecting members to volunteer and service opportunities with ministries.  

 
Character and Competencies 
All members of our staff will affirm the Zionsville Fellowship statement of beliefs and support 
the purpose and ministry of Zionsville fellowship. They will also seek to display Christ-like 
character when interacting with members, staff, and guests, and contribute to a gospel-culture of 
humility and the fruit of the Spirit.  
 
It’s important for the Ministry Assistant to view this role as a ministry—a way of loving and 
serving others through assisting with various ministry needs.  
 
General competencies include the ability to work well with others, follow instructions, and 
humbly receive feedback. Attention to detail and good organizational skills are important for this 
role.   
 
 

 



Zionsville Fellowship 
Communications  

 
Overview 
The communications role supports the purpose and ministries of Zionsville Fellowship by 
overseeing the regular operations related to churchwide communication, graphic design and 
layout, and other publications for ministries.  
 
Estimated hours per week: 15-20 
 
Primary Responsibilities  

• Create digital content: Announcement and teaching slides for the Sunday service and 
livestream 

• Provide general design and layout for Sunday half-sheet handout, brochures, signs, 
welcome bags, ministries, and special events or projects for staff or ministry leaders.  

• Create print materials: Sunday morning half-sheet handout, event handouts, and ministry 
signage.  

• Facilitate schedule, prepare layout, and send churchwide Midweek email communication.   
• Manage church website, including layout and content updates.  
• Facilitate social media communication  
• Proof and correct churchwide publications 
• Record and edit audio and video material 
• Identify technology needs and set up new technology, add licensed software, and assist in 

troubleshooting technical challenges.  
 
Character and Competencies 
All members of our staff will affirm the Zionsville Fellowship statement of beliefs and support 
the purpose and ministry of Zionsville fellowship. They will also seek to display Christ-like 
character when interacting with members, staff, and guests, and contribute to a gospel-culture of 
humility and the fruit of the Spirit.  
 
It’s important for the Communications Assistant to view communications as a ministry—a way 
of loving and serving others through clear and compelling communication.  
 
General competencies the ability to work well with others, humbly receive feedback, follow 
instructions, and seek to be courteous even with potentially stressful time-constraints. This role 
requires comfort working relevant computer software and application. Additionally, it requires 
competency with writing skills, attention to detail, and a firm grasp of the English language. 
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