
First Baptist Church, Thomson, Georgia 
Ministry Assistant to the Pastor 

 
Hours: This is a full-time job requiring 35 hours/week. It is a salaried position including benefits. 

Principle Function: The Ministry Assistant to the Pastor requires a professional, friendly, and 
highly dependable person who can reflect a Christian lifestyle and attitude in keeping with the 
church’s beliefs and values. He/she will work with the pastors, staff, and church members to 
carry out the ministries and purpose of the church. 

Requirements for Employment: 

1. The ministry assistant to the pastor must adhere to policies, procedures and code of 

conduct as found in the First Baptist Church in Thomson, Georgia, Personnel Handbook, 

as well as submit to a required criminal background check and any drug and alcohol 

testing if needed. 

2. The ministry assistant must be physically able to carry out the duties of this job. 

Responsibilities: 

1. Related to the Pastor’s Ministries: 
a. Assisting the Pastor in maintaining correspondence and related files. 
b. Screening and processing calls and messages as necessary. 
c. Maintaining accurate lists and records related to pastoral ministry. 
d. Creating church publications and regular postings to social media. 
e. Ordering and/or creating pastoral resources. 

2. Related to Specific Church Ministries: 
a. Preparing meeting notes for Deacons and Church Conference. 
b. Maintaining membership records. 
c. Coordinating and monitoring the church calendar.  
d. Providing encouragement and information to those in need. 

Skills and Experience Expected: 

1. Secretarial Skills: 
a. Friendliness and proper phone etiquette 
b. Appropriate style and grammar for publications 
c. Maintain confidentiality of information 

2. Computer Skills (we are looking for knowledge, experience, and/or a willingness and 
ability to learn the following): 

a. Microsoft Word, Publisher, PowerPoint, and Outlook 
b. Basic graphic design (such as Photoshop) 
c. Social media 

3. Church Publication responsibilities include a newsletter, an order of worship, 
announcement slides, regular social media postings, and advertisements in local media. 

Other Responsibilities: The Ministry Assistant to the Pastor may be assigned other duties by 

the Pastor, as ministry opportunities and church needs warrant.  


