
STUDENT MINISTRY ADMINISTRATIVE ASSISTANT 
 

KSC Ministries Job Description 
Part-Time Position (20 hours/week) 

November 2019 
 
PURPOSE:  
To provide communication and administrative support to the student ministry under the direction of the 
Student Ministry Pastors. 
 
DUTIES / RESPONSIBILITIES: 
 Communication: 

 Oversee the development and dissemination of mailed and electronic communication pieces to 
students, parents of teenagers, and adult leaders. 

 Oversee and manage the student ministry web page and social media presence. 
 Develop concise and visually appealing announcement slides for weekly student ministry 

gatherings. Pass on information to KSC's Communication Coordinator for church wide 
announcements such as worship folder, slides, video announcements, and monthly Messenger. 

Welcome Ministry and Database Management: 
 Oversee the student welcome ministry by recruiting and training volunteers to serve during our 

Wednesday night meetings and Sunday morning GPS classes. 
 Oversee the collection, input, and management of student, family, and adult leader data. 
 Develop and oversee the use of attendance tracking tools for student ministry programs. 
 Develop and oversee a follow up strategy for with visitors and absentee students. 

Event Coordination 
 Develop and use promotional and publicity tools for student ministry events. 
 Oversee registration for student ministry events. 
 Oversee bookkeeping and invoicing for the student ministry budget. 
 Develop and oversee fundraising for Summer Service Projects. 
 Oversee refreshment team volunteers. 
 Assist in the overall planning and organization of all student ministry programs and events. 

Secretarial Duties: 
 Answer phone calls and emails concerning events and general student ministry information. 
 Oversee background check compliance of all student ministry volunteers. 
 Order curriculum. 
 Organize meeting spaces, offices and closets. Make sure all necessary supplies are available. 
 Organize and provide materials for the student ministry resource area. 

 
QUALIFICATIONS:  

 Able to demonstrate and articulate a love for God with an ongoing pursuit in discipleship of 
Jesus Christ along with the following qualifications: 

 Strong verbal and written communication skills; 
 Proficient in PowerPoint, Publisher, Excel, Word, and Outlook computer software. Familiar with 

or willing to learn web design, church database software, and both Mac / PC platforms;    
 Ability to organize multiple tasks simultaneously with attention to detail; 
 Creative, self-starter, friendly, team player who enjoys interacting with students and their 

families; 
 In agreement with and will adhere to the Governing Documents of the United Brethren in Christ 

denomination. 
 
ACCOUNTABILITY:  

 This part-time position reports to the Pastor of High School Student Ministries and is 
accountable to the KSC Board of Administration. 


