
 

 

JOB DESCRIPTION 

DISTRICT ADMINISTRATIVE ASSISTANT 

 

OPENING STATEMENT 

The ministry of the District Administrative Assistant is part of the over-arching mission of The 

United Methodist Church to “make disciples of Jesus Christ for the transformation of the world.” 

The hope is that any potential applicant experiences a genuine calling by God to this position prior 

to submitting an application. In a variety of ways, the District Administrative Assistant represents 

the joy, compassion, and grace of Jesus Christ. 

 

JOB SUMMARY 

The administrative assistant reports to The District Superintendent and the Committee on District 

Superintendency. The administrative assistant is primarily responsible for all clerical functions of 

the Abingdon District of the United Methodist Church. The person in this position is responsible 

for publishing the district's media communications, for maintaining accurate district records, for 

ensuring that district committees have necessary information and resources, and for greeting and 

receiving incoming guests and calls. 

 

JOB  QUALIFICATIONS AND REQUIREMENTS 

 

• Excellent written and oral communications 

• Efficient keyboarding and proficient computer operation 

• Excellent organization and outstanding data management and record-keeping skills 

• Computer skills including Microsoft Word, Excel, Publisher, Power Point, 

QuickBooks/Quicken, and other computer technologies that may be required 

• Proficiency in using office and business equipment such as copiers, fax machines, etc. 

• A high regard for confidentiality and an ability to maintain the same with tact and poise in 

handling situations and relationships. It cannot be emphasized too much that this position 

requires complete confidentiality and a deep respect for the office of the District 

Superintendent as an important ministry within the United Methodist Church 

• Knowledge of and familiarity with The United Methodist Church, its Discipline, and its 

organizational structures 

• Ability to lift objects up to 25 pounds 

• Maintain a clean office environment 

 

WORKING HOURS AND SALARY INFORMATION 

 

• Salaried position with a time commitment of around 34 hours per week, with a somewhat 

flexible daily schedule; occasional weekend or evening work may be required 

• Salary is based on experience and performance and will be paid on a bi-monthly basis  



 

 

• Eligible to be enrolled in the Conference Pension Program.  

• Eligible to be enrolled in the Conference Health Care plan. 

•  

DUTIES OF THE DISTRICT ADMINISTRATIVE ASSISTANT 

 

Hospitality 

The administrative assistant ensures that all guests and callers are warmly and efficiently greeted 

and assisted. 

 

Communication 

The administrative assistant coordinates and facilitates the district office’s effective 

communication—within the office, within the district, and externally. This duty includes 

handling mail and correspondence at the direction of the District Superintendent, managing the 

district website, and  seeing to other communications needs as directed by the District 

Superintendent. 

 

Office and Data Management 

The administrative assistant is responsible for ensuring that the office operates efficiently and with 

adequate resources and for maintaining thorough and accurate records and databases, including 

contact lists of clergy and lay leaders within the district, as well as receiving, managing, and 

updating data for district and Annual Conference record keeping. 

 

Financial Responsibilities 

The administrative assistant serves as the financial secretary for the District Office and exercises 

honest, efficient, and faithful stewardship of district funds, with proper record keeping and 

accountability. This duty includes receiving funds, preparing funds for disbursement, and 

accurately accounting for all funds received and disbursed. 

 

Professionalism 

The administrative assistant fulfills all her/his responsibilities professionally, courteously, and 

with an intentional effort to exceed the expectations of district clergy, laity, and guests. This 

includes maintaining the highest levels of confidentiality in all matters, and striving to support 

and uphold the dignity and stature of the office of the District Superintendent as an important 

ministry within the United Methodist Church.  

 

Other Duties 

This job description is not meant to be comprehensive, and the person holding this position 

should expect to receive clarification on any item listed here during the course of performing 

these duties. Other appropriate tasks and duties may be assigned by the District Superintendent 

or the Superintendency Committee. 


