Now Hiring
1st Baptist Church Walton (fbcwalton.org), is seeking a dependable, organized, and friendly Church Secretary to support the ministry and daily operations of our church. This position is vital in helping our church run smoothly while serving as a welcoming first point of contact for members, visitors, and the community.
Reports To: Pastor 
Position Summary:
The Church Secretary provides administrative support to the pastor, staff, and church leadership, ensuring the efficient operation of the church office. This role requires strong organizational skills, attention to detail, and a friendly, welcoming demeanor to serve as the first point of contact for church members, visitors, and the community.

Key Responsibilities:
Administrative Support
· Manage daily operations of the church office, including correspondence, phone calls, and emails.
· Prepare and distribute weekly bulletins, newsletters, announcements, and other communications.
· Maintain church calendar, scheduling meetings, events, and facility usage.
· Assist the pastor, church staff and leadership with clerical and administrative tasks.
· Prepare reports, letters, and documents as needed.
Records Management
· Maintain accurate church membership, attendance, and baptism records.
· Update and organize filing systems, both physical and digital.
· Track and record contributions, donations, and pledges (in coordination with the treasurer or finance team).
· Keep records for five years plus current year.
Communication & Public Relations
· Greet visitors and provide information about church ministries and activities.
· Serve as liaison between the church and the community.

Event Coordination
· Maintaining a calendar of events at the Church and OFC.
· Assist in planning and coordinating church events, weddings, funerals, and special services.
· Ensure communication and logistical details are properly handled (calendar, room setup, supplies, etc.).
Financial and Office Duties
· Maintain supply inventory and place orders as needed.
· Handle mail, payments, payroll preparation and deposits as directed.
· Provide administrative support for budgeting and financial reporting by keeping financial records, preparing budget reports and other items deemed necessary.
As well as other duties as assigned.

Qualifications:
· Proven administrative or secretarial experience 
· Proficiency in Microsoft Word and Excel, Quickbooks and basic computer skills.
· Excellent written and verbal communication skills.
· Strong organizational and time-management abilities.
· Ability to maintain confidentiality and handle sensitive information.
· Professional, courteous, and service-oriented attitude.

Work Schedule:
· 30 hours per week
· Monthly evening and/or weekend hours will be required for special events or services, such as Church Council and Finance meetings and others as needed.
If you enjoy serving others and using your administrative gifts to support ministry, we would love to hear from you.
· To Apply:
Please submit a resume and brief cover letter to Shelly Fogel at tmfogel@yahoo.com 


