NEW LIFE CHURCH

Punta Gorda, Florida
POSITION: Ministry Assistant COMMITMENT: Part-Time (12-16 hrs week)

General Description

The Ministry Assistant serves as the front-line presence of New Life Church during office hours by
welcoming guests, assisting with administrative tasks (including financial), and providing general
clerical support to the staff. Generally works Monday through Thursday from 9:00 am to 1:00 pm.

RESPONSIBILITIES

Reception & Guest Services
e Serve as the primary point of guest contact during office hours: welcome and assist guests on
campus; answer and direct incoming calls; respond to electronic communication.

Financial Support
e Oversee the cash receipts and bank deposit process, working closely with volunteers to process
weekly giving accurately and in a controlled manner.
e Data entry into the accounting system and for weekly reconciliation.
e Schedule ACH transfers to accurately account for congregant giving.
e Process cash disbursements.

Clerical & Administrative Support
e Assist with management of campus room reservations and church calendar.
e Assist in maintenance of church records, including member information, attendance data, etc.
e Assist with communications, including daily mail, special mailings, special events, etc.
e Attend staff meetings as requested.
e Assist full-time staff with clerical duties as needed.

REQUIREMENTS

e Spiritual Maturity: A vital, growing personal relationship with Jesus Christ; and full alignment
with Wesleyan theology and the mission, vision, and values of New Life Church.

e Financial Support: Demonstrated competency in QuickBooks; a proven ability to maintain
confidentiality and trustworthiness while handling weekly giving and cash receipts.

e Administrative Proficiency: Proficiency in Microsoft Office; ability to learn and utilize church
management software (Planning Center); ability to accurately maintain church records

e Hospitable Representation: A warm, welcoming demeanor that represents New Life Church
well to guests, members, and the public; effective oral and written communication skills.

e Task Execution: Ability to work well with church staff and volunteers while managing multiple
tasks and shifting priorities in a collaborative office environment.

e Minimum Standards: Prior office or administrative experience required; and successful
completion of a church-specific criminal background check.

ACCOUNTABILITY
The Ministry Assistant reports to the Administrative Director.

CHURCH BACKGROUND
New Life Church of Punta Gorda, FL, is an independent church in the Wesleyan tradition with roots

going back to 1887. We are a multigenerational church with 500-600 worshipers whose mission is to
offer new life in Christ as we seek, support, shape, and send disciples of Jesus.



