
 
 
 

Position Description:  
Administrative Assistant, Full-Time  
  
• Do you finish your to-do lists, enjoy juggling multiple projects, and love serving others?  
• Do you cringe at the thought of a new church attender falling through the cracks?   
• Do you take God seriously and yourself not-so-seriously?   
• Can you confidently and successfully work with a church that includes people who are 

skeptical about faith, longtime believers…and everywhere in between?   
  
An emphatic “Yes” to all four? If so, we would like for you to keep reading and consider joining 
our team. Lake Forest Church is seeking an Administrative Assistant for its WestLake Campus. 
This person will love a growing group of imperfect people and help them discover and live out 
their role in God’s story.  
  

Before we get to the real job description, here’s a little more about us:  
Lake Forest Church is a vibrant family of churches.  On average, 2300 people spread across four 
locations in the North Charlotte/Lake Norman, NC-area. 
  
Started in 1998, LFC is a member of the Evangelical Presbyterian Church (EPC).  The laser beam 
vision of LFC is reaching people who have ‘given up on church but not on God’ through a clear 
and engaging focus on Jesus (UP), spiritual growth in groups (IN), and intentional deployment 
outward in mission (OUT).    
  
Lake Forest Church – WestLake Campus (LFC-W) is the third campus and began in 2014.  The 
vision of the church is to see people on the west side of Lake Norman, and the surrounding 
area, come to faith in Jesus and grow as missional disciples.  We strive to be a safe and 
encouraging environment for people who are curious, cautious or committed in a relationship 
with Jesus.  
  
In August 2021, LFC-W opened a $6 million facility that not only houses all ministry activities, 
but also includes a fully functioning coffee shop.  Many new people are coming to Lake Forest-
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WestLake and we have the exciting, and humbling, call to play a part in each person’s God 
story. 
 
 
Lake Forest lives by the mission and passions God has given us (http://lakeforest.org/our-
story/mission-and-passions/). We desire every staff member to be a full DNA match, meaning 
that she/he resonates deeply with our mission and passions.   
  

About the Role:  
Our Administrative Assistant will serve alongside the primary Spiritual Formation and 
Connection ministries of the church doing behind-the-scenes work that helps people connect to 
others and grow spiritually at Lake Forest-WestLake.  We are looking for a healthy mix of 
executing strengths (i.e. “I love to get things done well and quickly”) and relational intelligence 
(i.e. “I love interacting with people and helping them get connected”). This combination of 
gifts will provide both the skills and desire for each person at Lake Forest-WestLake to find their 
place of belonging and purpose. 
  
This role is a great fit for someone who is highly organized and detail-oriented, proactive (i.e. 
can work independently and set priorities amidst multiple demands), loves teamwork, 
communicates well, and sees projects through to completion.  
 

Specific Duties:  
1. Offer administrative support to the Pastor of Spiritual Formation and 
Connection: For example, updating and maintaining our church database, making 
sure appropriate staff members follow up as needed; helping with the planning and 
follow-up to discipleship courses, assisting people eager to share their gifts within LFC-
W; coordinating and communicating appropriate information for Group Life and Serve 
Teams; and helping people navigate next steps in their spiritual journey. 

  
2. Offer administrative support to the Pastor’s direct reports (Men’s and 
Women’s Ministry, Group Life Leadership Team, Connections Team): For example, 
helping with special event planning, assisting the lay leaders of these 
ministries with office needs, facilitating new family follow up, entering needed 
information into Realm (the church’s database), assisting with scheduling on Planning 
Center Online (our scheduling program).  

  
3. Work well with the Lake Forest-WestLake staff team: This includes attending 
our weekly staff meetings.  It also includes time dedicated to administrative needs of 
our Student and Children’s ministry leaders.  As a person near the front lines of helping 
people get connected at LFC-W, this person will need to have good communication and 
rapport with all LFC-W staff members.   
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Reporting Relationships:  
This person will report directly to the LFC-W Pastor of Spiritual Formation and Connection – 
(Bob De Boer). He/She will work closely with, and give appropriate support to, a number of LFC-
W Ministry Partners to whom he/she has no direct reporting line.  Additionally, the Admin 
Assistant will interact with and receive direction from the Executive Assistant to make sure that 
efforts are not being duplicated and that church resources (i.e. Realm) are being used correctly. 
In other words, a collegial spirit is a must!  
  

Requirements:  
• Growing faith in Jesus Christ  
• Proven record of working well on a team  
• History of being a self-starter who sees projects to completion  
• Highly organized, extremely detail-oriented  
• Excellent people skills and proven ability to handle highly confidential matters  
• Added Benefit: Previous exposure to LFC, proficient in Word, Excel, and Realm  

 
Education/Training:  

• Degree: High School Diploma or equivalent.  College education desired but not 
required.    

• Prior office administrative or ministry support role strongly desired.   
  

Hours/Compensation:  
This is a full-time staff position.  The salary is in keeping with regional salaries for similar roles in 
churches of our size.  Benefits are included.  
  
 


