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Position Description 
Updated April 9, 2018 

 
Position Title: Administrative Assistant to Education and Commissioned Ministers 
 
Purpose 
 To assist with administrative duties in the areas of education and commissioned 

ministers so that the mission of the District (to cultivate missional leaders in 
congregations and schools) is given order and support to maximize good stewardship 
for God’s kingdom 

 
Reporting Requirements  

The Administrative Assistant to Education and Commissioned Ministers reports to 
the Assistant to the President for Education and Commissioned Ministers. 

 
Duties 

1. Present a warm and welcoming first impression to visitors and callers, responding 
to inquiries directly, taking accurate messages, or referring to appropriate office 
personnel. 

2. Provide administrative support for: 
a. The Assistant to the President for Education and Commissioned Ministers  
b. The Assistant to the President: Mission Formation (not to exceed 10%) 

3. Facilitate communication between education ministries, commissioned ministers, 
and the District 

4. Maintain the Minnesota South District’s (MNS) Commissioned Minister roster, 
files, databases and reporting processes to Synodical Rosters and Statistics 

5. Maintain education ministry files, directories, and synodical reporting 
6. Working under the direction of the Assistant to the President for Education and 

Commissioned Minsters, assist with the development, maintenance, record 
keeping, and communication of commissioned minister call processes 

7. Coordinate hospitality (food and beverage) and support as needed for District 
meetings, conferences, and events, both inside and outside of the District Office.  
This could include, but is not limited to: committee meetings, board meetings, 
district conventions, new worker orientations, pre-retirement workshops, 
education conferences, pastor’s conferences, leadership summits, and training 
events 

8. Provide administrative support for District Committees  
a. Serve as administrative support for the School and Commissioned 

Ministers Committee, Early Childhood Consultants, Director of Christian 
Education (DCE) Executive Board, and the Relicensure Committee 

b. Support National Lutheran School Accreditation (NLSA) and the District 
Accreditation Commissioner (DAC) in carrying out NLSA requirements 



-2- 

9. Under the direction of the Assistant to the President for Education and 
Commissioned Ministers, provide support for the annual district Financial Aid 
program for ordained and commissioned ministers 

10. Assist with document printing and bulk mailings 
11. Perform other duties as directed 

 
Desirable Qualities and Skills 

1. A Christian with active membership in a church and with a passion for service 
in Christian ministries 

2. Strong relational and communication skills 
3. High degree of objectivity and confidentiality 
4. Computer skills (Windows 10) adequate to perform necessary job 

responsibilities, including database management (FileMaker Pro), document 
creation (Word), website update (Squarespace), email and calendar 
maintenance (Outlook) 

5. Accurate writing and editing skills with regard to all correspondence and 
paperwork 

6. Personable with willingness to work with others in a team/collaborative 
approach to accomplishing tasks 

7. Detail oriented, accurate, disciplined, and efficient in the maintenance of 
records and databases 

8. Ability to work occasionally outside of the office beyond office hours for 
district events 

9. Punctual 
 

Salary 
The salary and benefit schedule for the Minnesota South District support staff is 
intended to be in alignment with local area businesses of comparable size. The District 
Personnel Manager is responsible for conducting a survey of local area salaries (including 
benefits) of comparable businesses at least every five years. 
 
District executive staff shall review annual salary adjustments for support staff prior to 
the adoption of the next budget cycle. Recommendations for salary adjustments will be 
made to the Treasurer based upon consideration of the most recent available CPI and 
the overall availability of the District's financial resources. The District Board of 
Directors Final will adopt these recommendations in conjunction with the budgeting 
process. 


