Seeking a Part-time
Administrative Assistant

Brickerville United Lutheran Church

https://www.brickervilleunitedlutheran.org

Brickerville United Lutheran Church, Lancaster County's first Lutheran congregation
(since 1730!), is seeking a part-time Office Administrator to join our small, warm and
friendly community.

About Us: We are a welcoming Evangelical Lutheran Church in America (ELCA)
congregation rooted in scripture and devoted to the gospel. We strive for justice and
wholeness in the world through our faith and actions, serving our neighbors locally and
globally.

Position Details:

e 10-12 hours per week
o Flexible scheduling available
e Perfect for someone seeking meaningful part-time work

Responsibilities include:

Managing correspondence and communications
Preparing weekly bulletins and newsletters
Maintaining church databases and records
Greeting visitors and answering phone inquiries
Supporting church programs and events

We're looking for someone with:

Strong organizational and communication skills
Proficiency with computers and office software
A friendly, welcoming demeanor

Ability to work independently



Experience with church operations is a plus but not required. Join us in serving our faith
community!

Learn more about us: https://www.brickervilleunitedlutheran.org/

To Apply: Contact us at 717-627-2202 or bulc@dejazzd.com
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