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PEACE FIRST LUTHERAN CHURCH 
Astoria, Oregon 

 
JOB TITLE: 
Parish Assistant 
 
SALARY RANGE: 
$17.00 - $20.00   
 
JOB SUMMARY: 
Peace First Lutheran Church of Astoria (PFLC) is looking for an enthusiastic and energetic person to 
manage the Church office and assist the Pastor in a variety of duties.  We are a growing congregation 
and are seeking a proven administrative assistant with professional experience in digital media.  
Position coordinates closely with the Pastor, Church Council, volunteers and members of the 
congregation. 
 
JOB DETAILS: 
Essential Functions – Administrative 

 Oversees and performs front office functions, serves as initial point of contact in the office and 
by phone, distributes mail and handles correspondence 

 Prepares weekly and seasonal worship bulletins 

 Prepares and monitors monthly worship and meetings calendar 

 Coordinates and prepares monthly Newsletter and Midweek Updates 

 Schedules and coordinates meetings, as requested 

 Organizes and manages systems to accommodate and track use of buildings by outside groups 
according to adopted policy 

 Updates congregational records and assists with annual reports to congregation and synod 

 Uses “Servant Keeper” software to produce and mail special appeal letters at holiday seasons 
and to update member Directory 

 Additional duties as requested 
Essential Functions – Digital Media 

 Maintains and expands PFLC’s web presence through social media, email, web advertising and 
other online sources and the local newspaper 

 Updates and manages all content for PFLC website, newsletters and other informational 
postings 

 Coordinates with other church team members to ensure active campaigns and communication 
efforts are represented in each venue and updated accordingly 

 Measures website analytics 

 Edits and disseminates worship service recordings on social media and website  - copies 
recordings onto CD’s and flash drives when requested. 

 Implements the Council’s policies, vision and strategy related to PFLC’s media presence 

 Designs, builds and maintains a consistent social media presence on existing platforms and 
expands PFLC’s social media presence into new social media platforms 
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 Manages all social media posts and interactions 

 Collaborates with Pastor and Church teams in creating innovative social media campaigns 

 Provides training and guidance to other staff members to assist in engaging with social media 
 
QUALIFICATIONS: 
Experience and Education 

 High School Diploma or equivalent 

 Proven Administrative Assistance experience  

 High level of competency in office productivity applications and digital media and  
demonstrated ability to learn and grow in this area 

 College degree desired, but not required 
Knowledge and Abilities 

 Excellent written and verbal communication skills 

 Excellent organizational skills; ability to manage multiple projects simultaneously; aptitude for 
detail; ability to prioritize projects and work independently 

 Hospitality and generosity in working as a team member 

 Dedication to diversity and inclusion and participation in anti-racism training 

 Excellent customer service skills  

 Versatile and independent problem-solving skills and approaches 

 Comfort in working with volunteers 

 Trustworthiness, discretion and confidentiality 

 Desire to learn and grow with a newly merged and growing congregation 
 
DIVERSITY AFFIRMATION: 
At PFLC we believe that past and present bad behavior exhibited by institutions has disproportionately 
hurt the most marginalized people in society – including people of color, people from working class 
backgrounds, women and LGBTQ+ people.  We believe that these communities must be centered in the 
work we do.  Hence, we strongly encourage applications from people with these identities or people 
who are members of other marginalized communities. 
 
 
HOW TO APPLY 

Interested candidates are invited to email a resume and cover letter to Pastor Steve Kienberger at 
pastor@peacefirstlutheran.com. Please write “Parish Assistant Position” in the email subject line. 
Attachments should be in pdf format and named as follows: LastName_FirstName_Resume and 
LastName_FirstName_CoverLetter.  Please include 3 to 5 references with your Resume.   


