Job Title: Children's Ministry Administrative Assistant 
Position Type: Part-Time

Reports To: Children's Ministry Director
Location: Valley Stream, NY


Job Summary
The Children’s Ministry Administrative Assistant provides comprehensive administrative and operational support to the Children’s Ministry Director and team. This role supports day-to-day ministry functions, communications, outreach efforts, and special events, while helping to build strong relationships with families and the community. The position ensures efficient ministry operations and contributes to a welcoming, organized, and mission-aligned environment.

Key Responsibilities
1. Administrative & Operational Support
· Manage calendars, schedule meetings, and coordinate logistics (room setup, materials, etc.). 
· Prepare and maintain correspondence, reports, agendas, and meeting notes. 
· Organize and maintain digital and physical records, ensuring accuracy and confidentiality. 
· Manage ministry email and respond to inquiries in a timely and professional manner. 
· Track and update databases, including family and attendance records. 
· Oversee weekly attendance tracking and produce periodic reports. 
· Maintain office supplies and ensure efficient day-to-day operations. 
· Print and prepare curriculum and ministry materials. 
· Support families by providing information, assistance, and follow-up as needed. 
· Ensure deadlines are met while adapting to shifting priorities. 

2. Outreach & Community Engagement
· Support the development and coordination of outreach programs aligned with the church’s mission. 
· Assist in planning and executing events such as Vacation Bible School, holiday programs, and community initiatives. 
· Help build and maintain relationships with families, schools, and community partners. 
· Support connection opportunities that help integrate new and existing families into the ministry. 

3. Communication & Promotion
· Develop and distribute communications including emails, flyers, newsletters, and social media content. 
· Maintain consistent communication with parents and the congregation regarding ministry updates and events. 
· Support updates to the children’s ministry webpage and social platforms. 
· Serve as a liaison to parents, clearly communicating expectations, opportunities, and key information. 

4. Volunteer & Ministry Support
· Maintain accurate volunteer records, including contact information, availability, training, and compliance requirements. 
· Assist in tracking volunteer participation and preparing reports. 
· Support coordination and communication with volunteers to ensure smooth ministry operations. 

5. Collaboration & Team Support
· Partner with the Children’s Ministry Director and church staff to align efforts with ministry goals. 
· Participate in team meetings and contribute to ministry planning and execution. 
· Provide general support to the Children’s Ministry Director as needed. 

Qualifications
· A strong personal commitment to the Christian faith and alignment with the church’s mission and values. 
· Proven administrative, organizational, and coordination skills. 
· Strong written and verbal communication skills. 
· Proficiency in Microsoft Office, email platforms, and digital tools (e.g., databases, social media). 
· Ability to manage multiple priorities, meet deadlines, and adapt in a dynamic environment. 
· Strong attention to detail and ability to handle confidential information with discretion. 
· Interpersonal skills with the ability to work effectively with families, volunteers, and staff. 
· Experience in event coordination, ministry support, or administrative roles preferred. 

Working Conditions & Physical Requirements
· Flexibility to work evenings and weekends as needed for ministry events and activities. 
· Ability to perform light physical tasks such as setting up rooms, lifting materials, and organizing supplies. 
· Work is performed in both office and ministry/event environments with regular interaction with children, families, and volunteers.

Interested candidates should submit a resume and cover letter outlining their qualifications and experience to aiseebrath@bethlehemag.org. Applications will be reviewed on a rolling basis until the position is filled.

Equal Opportunity Employer:
Bethlehem Assembly of God is an equal opportunity employer committed to providing a work environment free from discrimination. We do not discriminate based on race, color, national origin, gender, age, disability, or any other legally protected status in accordance with federal and state laws.
Bethlehem Assembly of God hires individuals who align with its religious beliefs and practices, ensuring all employees share and uphold the church’s faith-based values. All employees must:
· Be in agreement with the 16 Fundamental Doctrines of the Assemblies of God.
· Adhere to Bethlehem Assembly of God’s Bylaws and Constitution.
· Follow Bethlehem Assembly of God’s Code of Conduct.
· Be in agreement with the Mission, Vision, and Core Values of Bethlehem Assembly of God.
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