Trinity Church
Part Time Permanent Administrative Assistant Job Posting

Trinity Presbyterian Church (TPC, www.trinitypc.ca) was formed as the result of an amalgamation of three separate Presbyterian Congregations in the South Burnaby and New Westminster area, each having served their respective communities for over a century.  

Starting in 2018, members from the congregations of Gordon, Knox, and St. Aidan’s Presbyterian churches in New Westminster and Burnaby, BC gathered to discuss ways to collaborate in order to increase the vitality of our ministries. These congregations long had distinct and faithful ministries in which God’s people experienced community, vitality and meaning. By February 2020, our discussions had progressed to the point where we were ready to work together on becoming an amalgamated congregation, a goal that was accomplished on January 1, 2023.

As we grow, we especially value flexibility, collaboration, inclusivity, vulnerability, and a willingness to try out new ideas - much needed in growing together during a pandemic and a good basis for continuing our new life together as one congregation. We repeatedly come back to a prayer expressed by one of our participants: “Help us Lord, not to be afraid to live larger and wider lives so that we can reflect your glory.”

We are looking forward to using our evolving IT skills in webinars, podcasts and social media to engage a wider, online community in conversations that matter about theology, caring, and compassion.
 
The Role

Under the guidance of the Worship Team and the Personnel Team, and under the authority of the Session, the Administrative Assistant handles the normal daily operation of the church office as set out below regarding accountability and various duties as defined in the job description. 
· The Administrative Assistant is responsible to the pastor on a day-to-day basis for priorities and any changes in hours of work for task-related or personal reasons, and for notice of any absence due to illness or personal emergency. (During Trinity’s interim period, the Administrative Assistant is responsible to the worship coordinator and Music Director.)
· The position is under the guidance of the Personnel Team, a subcommittee of the Session, and the Personnel Team handles evaluations, grievances and complaints related to the position.

Duties
The Administrative Assistant will fulfill the following duties: the list may be altered from time to time by the Personnel Team in consultation with the pastor and the Session.

Church Office Management
· Manage church correspondence, including post, telephone, emails, and inquiries through website: direct all matters promptly to the appropriate person, committee/team, or group.
· Greet and provide direction for any visitors to the Edmonds location.
· Financial tasks: receive and process requests for payment; liaise with Controller regarding invoices and payments received
· Create and maintain a filing system in hard copy and digital that is intuitive and easy to maintain. 
· Maintain an address and email list of all congregation members, tracking privacy concerns regarding any publication of information and coordinate with Roll Clerk
· As notified by Session and/or teams, maintain contact list for all chairs of church teams and committees.
· As notified by Hospitality Team, maintain record of weekly church attendance.
· As reported by the pastor and the Clerk of Session, maintain record of Criminal Records checks and Leading with Care attendance.
· Maintain secure record of passwords and alarm codes.
· Type, file and post/distribute minutes or documents as requested by the pastor or the Clerk of Session. 
· Produce the Annual Report under the direction of the pastor, Clerk of Session, and Treasurer.
· Keep track of office supplies and order as needed.

Communications
· With input from the pastor, produce and post the following items (congregational email, and website when appropriate):   
· Worship bulletins and weekly announcements
· Sermons (hard copy / email for distribution, posting on website)
· Send out weekly recording of worship service to church emails list.
· With input from the pastor, create PowerPoint for weekly service.
· Maintain and update calendar for church for all locations – [including on website when appropriate]
· [When appropriate update the website weekly – especially calendar, posting any blogs, updates on content.]
· Prepare and distribute/post any congregational publications, pamphlets and flyers as directed.

Facilities and Rentals
· In consultation with the Facilities Team, establish and maintain all regular maintenance schedules (furnace, fire alarms, pest control and photocopy servicing) for all church locations.
· In consultation with the Facilities Team, keep an accurate keys distribution list for all locations, and help in key management.
· In consultation with the Facilities Team, handle correspondence from renters, including forwarding requests for use of facilities to Facilities Team.
· In consultation with the Facilities Team, maintain accurate schedule of profit and non-profit rentals for all locations.

QUALIFICATIONS

We are seeking an individual with office experience ( ideally 2 years).
This position requires an intermediate knowledge of  MS Word, MS Excel and Wordpress ( or other website management tool). 
The position requires an individual able to work independently and prioritize tasks.
Ability to edit and proof read documents is essential as well as timely responses to requests.
Fluency in English required, ability to speak other languages is an asset.


HOURS AND PAYMENT
The Administrative Assistant is a 20 hours per week position, hours to take place within the 5-hour time slot between 10 am to 3:00 PM Tuesday through Friday. On site presence is required on most days. 
The hours worked will be paid based on an hourly wage of $ 20.74 per hour, for 50 weeks per year, plus two weeks paid vacation and all statutory holidays. The Administrative Assistant is allowed five paid sick days per year. 

Please submit your application to  trinitypc7457@gmail.com
Please put in the subject line Application for Admin Assistant and your last name.

Posting will remain open until a suitable candidate is found. Preferred start date is August 25, 2026.

