[image: A blue and green logo

AI-generated content may be incorrect.]GRACE PRESBYTERIAN CHURCH
POSITION DESCRIPTION

DATA ENTRY SPECIALIST

Effective Date:	December 1, 2025

Title:	Data Entry Specialist

Classification:	Part-Time (M,W,R,F 8:30am-11:30am; T 8:30am-2:30pm)

Benefits:	As indicated in the Employee Handbook
General Purpose:	The Data Entry Specialist plays a vital role in supporting the administrative and operational functions of the church. This position ensures accurate data management, facilitates communication within ministry teams, and provides a welcoming presence for guests and callers. The ideal candidate is detail-oriented, organized, and committed to serving the church community with excellence.

Reports To:	Executive Administrator

Compensation:	$16/hr-$24/hr

Key Job Responsibilities:
· Attendance & Database Management
· Record Sunday worship attendance in the Church Database (CCB).
· Maintain accurate and timely updates to member and visitor records.
· Prayer Request Processing
· Digitize handwritten prayer requests and distribute them to designated prayer teams.
· Organize and disburse the monthly Watchman prayer guide
· Facility Request Coordination
· Review and vet facility usage requests for accuracy and compliance with church policies.
· Communicate approvals or follow-up questions to requestors.
· Reporting & Compliance
· Compile and submit the annual PCA Vital Statistics Report.
· Assist with other periodic reporting as needed (ex: Annual Congregational Report, Committee Reports, Diaconate packet. Etc.)
· Meeting Support
· Produce and maintain the church calendar.
· Take minutes for the weekly Church Administration Team meeting and distribute them promptly.
· Reception & Guest Services
· Serve as the first point of contact for incoming phone calls and office visitors.
· Provide courteous and professional assistance to guests and callers.
Qualifications:
· Strong attention to detail and accuracy in data entry. 
· Highly organized, able to prioritize tasks, meet deadlines, and adhere to established procedures – while also being able to propose and implement improvements wherever needed.
· Multi-tasking and working on a variety of different activities, projects, deadlines, and objectives in a fast-paced environment.
· Proficiency with Microsoft Office Suite and experience with church management software (CCB preferred).
· Ability to maintain confidentiality and handle sensitive information appropriately.
· Ability to keep a good, joyful attitude; cheerful, professional demeanor.
· A mature Christian who supports the Grace Presbyterian Church Statement of Faith and Core Values.

Review:	Reviewed annually
image1.jpeg
fffffffffffffffff




