
 
   
Job Description – Adult Ministries and Communications Assistant 
 

 
Mission: To provide administrative support for the adult ministries and communications staff in furtherance of 
our church’s mission and vision. 
 
Responsibilities: 
 

• Provide administrative support for all groups and adult ministries 
• Provide administrative support for our New Here, Introducing Grace and Next Steps processes 
• Oversee utilization of Planning Center 
• Create, posts and manages event registrations and calendars 
• Coordinate follow-up with people who leave GFC or unsubscribe from MailChimp 
• Complete weekly internal communications deliverables 
• Assist with office coverage and counting offering on a rotating basis 
• Attend all staff and team meetings and events, as well as all church-wide “all hands on deck” events 
• Respond promptly to all outside communication, and follow through meeting all deadlines 

 
Competencies: 
 

• Organization – Ability to manage time, resources, and priorities efficiently 
• Technology – Ability to learn new technology and utilize online platforms proficiently 
• Teamwork – Ability to collaborate with concern for the overall ministry 
• Communication – Ability to communicate effectively with clarity, warmth and discretion 
• Initiative – Ability to anticipate needs and proactively offer solutions, as well as improve 

communications and ministry processes 
• Adaptability – Ability to function in a fast-paced ministry environment 

 
Qualifications: 
 

• Trusts in Jesus Christ as Savior and demonstrates commitment to personal spiritual growth 
• Affirms the doctrinal statement of GFC 
• Demonstrates commitment to and alignment with the mission, vision and values of GFC 
• Attends, supports and is a member of GFC 
• Demonstrates commitment to the GFC staff values and adheres to the Employee Handbook 

Position: Adult Ministries and Communications Assistant Team: Adult Ministries 

Reports to: Jenn Owen, Communications Director Date: 2026 

Position Status: Full Time/Non-exempt – Hourly Time Required: 40 hours/week 

Typical Weekly Work Schedule: Monday-Friday with occasional evening/Sunday responsibilities 


