
 
Change is coming to the Church Office! 
 
Things continue to change—including our church experiences. We are online a lot more and the 
list of things that the church needs our Administrative Assistant to do keeps growing beyond what 
one person can do effectively.  
 
To provide what feels like the best options for the church going forward, Whitney’s Staff Parish 
Relations Committee (SPRC) has divided the Administrative Assistant job into two parts:  
1) An AA to deal with the computer and technology oriented part of the job.  
2) Volunteers, led by Johnna Dunten, our current AA, to answer the phone, greet people at the 
door, filing, copying etc. 
 
Johnna Dunten is our current Administrative Assistant. We are thankful for her service and 
dedication to “getting things done.” She continues to staff the office and take care of endless 
details. During our time of transition and beyond, Johnna plans to be here to help and guide us. 
 
JOB DESCRIPTIONS: 
 
1) Part-time Administrative Assistant, 15- 20 hours a week 
Job duties – Produce the items the church uses for its ministry 
Worship bulletins, weekly emails, monthly newsletter, materials for special events, update the 
information on the church’s website and other duties as needed. 
The right candidate will be: 

 Self-motivated 
 A good communicator 
 Have a positive attitude 
 Be adaptable and flexible 
 Ability to keep sensitive items confidential 
 Demonstrate competency using computer programs (Word, Power Point, Publisher, Mail 

Chimp and Word Press) or have the ability to easily learn new computer programs.  
Candidate will need to pass a background check 
Pay is negotiable. 
Send resume and cover letter to WhitneySPRC@aol.com 
Apply before March 17, 2021 
 
2) Office Volunteers 
We are seeking support volunteers to assist in the office with a variety of tasks including filing, 
sorting, printing copies, preparing mail-outs, and lots of one-time projects. If you would be 
interested in helping during 1 shift per week (3-4 hours), call the church office or email us at 
3315whitneychurch@gmail.com.  
 
This plan is still in its infant stage and we welcome your thoughts and suggestions… and your help. 
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