Administrative Assistant Position at First United Methodist Church
Job Opening: Part-Time Administrative Assistant
The First United Methodist Church, located in Hamilton, Ohio, is currently seeking a part-time Administrative Assistant to join their team immediately. This position requires a commitment of 20 hours per week, with work hours scheduled Monday through Friday from 9:00 AM to 1:00 PM.
Key Responsibilities
· Oversee the daily operations of the church office.
· Perform clerical duties and data entry tasks.
· Manage communications efficiently and promptly.
· Provide pastoral support as needed.
Required Qualifications
· High school diploma is required.
· Strong organizational, communication, and interpersonal skills.
· Proficiency in Microsoft Word, Excel, and Windows, along with basic computer skills. (Publisher preferred)
· Experience operating office equipment, including printers and fax machines.
Salary Range
The compensation for this position ranges from $17 to $19 per hour.
Contact Information
Interested candidates should contact Pastor Mark Finfrock at 513-896-5683 for more information or to apply.
 
