
 

Adult Discipleship Ministry Assistant 
Job Description 

  

Position Reports to: Executive Pastor of Ministry 

Position Objective:  Assist the Pastors of Adult Discipleship in making mature disciples by providing administrative 
support, addressing care needs, and conducting event coordination.  

Direct Reports: None 

Spiritual and Professional Qualifications 

1. Must have a clear testimony of faith in Jesus Christ and a passionate, growing, personal relationship with Him.  
2. Must be a member of Harvest Bible Chapel North Indy.  
3. Must be a self-starter with drive, passion, and initiative.  
4. Must be teachable and willing to be held accountable.  
5. Must be a team player with a positive attitude.  
6. Must be a ministry partner willing to articulate feedback appropriately. 
7. Must have a Bachelor’s degree in Office Administration or an applicable field.  
8. Must be a critical thinker able to prioritize tasks and complete them efficiently.  
9. Must have a high proficiency with standard computer software and church specific programs.  
10. Must be organized. 
11. Must be a strong communicator both verbally as well as in writing.  

Essential Functions 

Executive Assistant 
1. Manage assigned budgets, expenses and activities as directed. 
2. Coordinate workflow with direct reports. 
3. Coordinate staff meetings and elder board meetings. 
4. Facilitate preparations and follow-up from staff and elder meetings. 
5. Manage special projects as directed. 
6. Provide support in general day-to-day administrative tasks. 

Small Group/Assimilation 
1. Maintain the flock list and small groups section of the website. 
2. Administrate communication to small groups.  
3. Field small group inquiries and facilitate small group connections. 
4. Manage assimilation process and pathways. 
5. Prepare assimilation quarterly reports and conduct follow up.  
6. Organize baptism & membership applications and schedule interviews.  
7. Maintain awareness of care needs within the church and coordinate care as needed.  
8. Provide event preparation for Discover Harvest and small group events. 

Biblical Counseling & Equip 
1. Assist in preparation for classes, conferences and intensives.  
2. Manage registrations. 
3. Format and update counseling and teaching documents.  
4. Schedule non-counseling appointments.  

Ministries Above 

1. Complete credit card logs. 
2. Make purchases.  
3. Communicate and follow up on social media needs with the Communications Director. 
4. Coordinate all gatherings and trainings.  
5. Facilitate communication between the Adult Discipleship Pastors and covenant members.  
6. Maintain calendars.  



Job Description Acknowledgement  
  

I have received, reviewed and fully understand the job description for the Adult Discipleship Ministry Assistant position.  
I further understand I am responsible for the satisfactory execution of the essential functions described and as 
evaluated by my supervisors.  I understand the job description is intended as a guideline and will change over time, as 
necessary.  I understand I may be asked to perform duties and handle responsibilities that are not specifically 
addressed in my job description.  I understand the job description does not create a contract of employment and the 
employment relationship is at-will.  
  
  
  
____________________________________________ ____________________ 
Employee      Date 
  
  
____________________________________________ ____________________ 
Supervisor      Date 
  


