
Pennington United Methodist Church (PenningtonUMC) is seeking a detail-oriented Administrative and Communications Assistant to provide clerical and administrative support for approximately 10 to 12 hours per week. This part-time hybrid role combines administrative coordination, communications support and creative content development. The ideal candidate will be able to manage a variety of office support tasks and bring professionalism, excellent communication skills, and a positive, proactive attitude to the workplace. 

Responsibilities: 
· Serves as initial point-of-contact for the church, answering phone calls, inquiries, emails, mailings and other communications with up-to-date information on events, programs, research, and resources, and funnels communications to others as appropriate.
· Draft weekly Sunday bulletins (and any additional bulletins or letters as needed), review with Pastor for editing, finalize and prepare for service(s) 
· Manage weekly electronic newsletter and forward same; forward any special event/information via email as requested by Pastor
· Collaborate with the Pastor to prepare reports, presentations and correspondence as necessary
· Maintain and update the church website and Facebook page
· Maintain accurate records and contact information for church members and visitors
· Purchase and maintain supplies for regular operations and special projects
· Maintain system of organization of digital and paper files
· Manage and coordinate church calendar
· Perform other general administrative duties and projects, as assigned

Qualifications and Skills: 
· Excellent attention to detail and time management skills; ability to prioritize tasks efficiently and ensure deliverables are completed accurately and on time
· Strong proficiency in Microsoft Office applications and/or Google docs/drive 
· Familiarity with office equipment such as printers and copiers 
· Excellent communication and organizational skills 
· Strong proofreading abilities to ensure high-quality documentation
· 1+ year of related experience preferred 
· Satisfactory completion of background check 

If interested, please send your resume to Robin McGovern, SPRC Chair, at pumcnj@gmail.com. 

Pennington United Methodist Church committed to a diverse and inclusive work environment. We are an equal opportunity employer and do not discriminate on the basis of race, national origin, gender, gender identity, sexual orientation, protected veteran status, disability, age, or other legally protected status.


