
 
 
 
 
 
 
 
CSM Administrative Assistant- Part Time 20 hours  
 
Purpose: To help Cornerstone Church achieve its mission of “Helping people know Jesus and make him 
known”, by assisting the Director of Student Ministry carry out their missions.  

 
RESPONSIBILITIES: 
Coordinate 

 Fundraising volunteer team 
 Correspondence via phone and written form with parents, students, and volunteers as 

needed  
Teamwork 
 Assist with planning and implementation of middle and high school events  

e.g. retreats, mission trips, social, fundraisers, and confirmation through the church website, 
social media and email 

o Maintains the middle and high school events and programing on the in-house 
calendars 

 Assist with planning, organizing, coordinating and, in some cases, leading various activities 
and/or programs within Student Ministry 

 Attend student ministry events and retreats whenever possible 
 Meets with Student Team Leads (as needed prior to retreat/events) 
 Maintains confidentiality of congregation, client, and co-worker information 
 Keep sign-ups and bulletin boards updated and look ahead to new sign-ups 
 Various odd jobs as they arise (Meijer runs, Hobby Lobby items, updating pictures, etc.) 
 Responsible for other duties as needed. 
 Manage café inventory/income 
 Onboarding process for new volunteers  

 
WORK WITH INTERNAL/EXTERNAL PARTNERS 

 Participate in regularly scheduled staff and department meetings 
 
ATTRIBUTES, KNOWLEDGE & SKILLS REQUIREMENTS   

 Strong commitment to Jesus Christ 
 Willingness to participate and worship at Cornerstone Church 
 Good interpersonal skills and familiarity with church as an organization 
 Exceptional interpersonal skills with an ability to inspire and lead volunteers  
 Ability to work as a team player supporting and encouraging staff and lay leadership, 

incorporating the leadership values of hungry, humble and smart.  
 Excellent verbal and written communication skills 
 Committed to ongoing spiritual and professional growth 
 Committed in supporting the mission of Cornerstone Church 
  A passion for God and students 
 Ability to manage multiple projects, priorities, and deadlines, organize work so multiple 

deadlines can be met 
 Willing to do the mundane, yet willing to dive into new projects with energy and enthusiasm 
 Working knowledge of Microsoft Office and Google Drive 
 Willing to help the Student Leads with routine reminders and the ability to plan into the future 

for upcoming events 
 Exhibits a positive attitude and is a team player  
 Working knowledge or willing to learn Planning Center 

 

 
 



 
CORE COMPETENCIES 

 Self-motivated, diligent, and constantly thinking about the next step and opportunity 
 Points out the contributions of others, shares credit, and emphasizes team over self.  
 Uses good judgement in group dynamics and understands the impact of words and actions. 
 Prompt, courteous, respectful, helpful, appropriate 
 Demonstrates responsibility and uses accountable communication 
 Honest and adheres to moral and ethical principles; trustworthy 
 Competently communicates across gender, race, class and cultural spectrums 

 
WORKING CONDITIONS 

 Regular standing, walking, climbing, crouching, bending, pushing, or pulling 
 Able to lift to 50 lbs. 
 Able to use fine motor hand functions 
 Sunday work required 

 
EDUCATIONAL REQUIREMENT 

 Ministry education is a plus  
 

.  
 


