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Minnesota South District 
The Lutheran Church—Missouri Synod 

Position Description 

Position Title: Office Assistant 

Purpose 
To assist with administrative duties so that the mission of the district (to cultivate leaders 
intentionally engaged in the mission of God) is given order and support to maximize good 
stewardship for God’s kingdom.  This is a part-time position that requires up to 25 hours 
per week. 

Reporting Requirements 
The office assistant reports to the Business Manager. 

Duties 
1. Present a warm and welcoming first impression to visitors and callers, responding to 

inquires directly, taking accurate messages, or referring to appropriate office personnel.
2. 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 not be limited to committee meetings, board meetings, district convention, new 
worker orientation, pre-retirement workshop, education conferences, pastor’s 
conferences, leadership summits, and training events.

3. Maintain organization database of workers, congregations, and schools.
4. Perform administrative tasks, including contact lists, information email account, data 

entry, District events calendar, mail, periodicals, and displays.
5.  Assist with document printing and bulk mailings.
6. Perform other duties as directed. 

Desired Qualities and Skills 
1. A Christian 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, document creation, email, and calendar maintenance.
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. Some lifting required, able to navigate stairs. 

Compensation 
This is a part-time position paid on an hourly basis.  Compensation is commensurate with 
qualifications and experience.  


