PACIFIC CROSSROADS CHURCH
LEADERSHIP POSITION DESCRIPTION

Position Title:
Executive Assistant for Executive Director, Human Resources Director
Reports to:
Matthew Williams, Executive Director
Date Prepared:
Revised November 2017
Principal Function

This position will be responsible for supporting the Executive Director (ED) in all aspects in his/her job including administrative needs and support of the Executive Leadership Team as defined by the ED.  This position will also be responsible for managing all aspects of Human Resources, including benefits, hiring, processes and policies and employee compliance.
Specific Responsibilities
Executive Director Support
· Manage email inbox for ED, flagging emails that need response and ensure all necessary emails are responded to on a timely basis, either by the assistant or the ED.
· Manage the ED’s calendar, including prioritizing, planning and scheduling all meetings, ensuring his schedule is maintained and followed, both personally and professionally.

· Work closely with the Senior Pastor’s Executive Assistant to ensure Senior Pastor and Executive Director calendars are aligned.
· Ability to understand the staff and their needs, bringing awareness to the ED and making recommendations on how to support team well.
· Organize and manage all meetings led by ED, including developing agendas, taking notes, and capturing all action items (and developing a follow-up plan). These meetings include weekly tag up with Sr. Pastor, all ELT meetings, staff meetings, and meetings with ED’s direct repots.
· Prepare and edit correspondence, reports, and presentations.

· Provide communication between the ED and other ministries as needed, including meeting requests, items that need a response or approval from ED, etc. 
· Become knowledgeable about staff culture and working within it to help further a positive environment for staff. 

· Large Scale meetings: Responsible for all logistics and agendas for any large scale meetings led by the Executive Director. Attend meetings, manage action items and capture all notes. 
· Relieve all additional administrative tasks from the ED.
· Proactively build out a calendar for Sr. Staff discussions, staff meetings. 

· Run any professional errands for ED. 

Human Resources Management
· Process payroll on a twice monthly basis. 
· Oversee and manage employee benefits. 
· Manage the hiring process from start to finish, including overseeing the interview process, making offers, writing job offers, onboarding.
· Lead the development and implementation of employee reviews, both yearly and 90 day reviews.
· Develop and implement a comprehensive plan to develop staff in the areas of professional, spiritual and personal growth.
· Personnel Management, including overseeing and managing all vacation and sick requests, putting in place and tracking system that will allow instant access to all supervisors. 
· Develop and implement applicable HR processes, including, but not limited to: Yearly staffing budget review, yearly benefits review, yearly review process, salary review, staff requests for benefits (including vacation and sick tracking), updates for employee files, review of applicable policies on a yearly basis (including employee handbook), employee issues, and any others identified by leadership.

· Partner with appropriate leadership to develop out yearly staffing budget
· Own all aspects of the Employee Handbook, including updates and changes, and implementation.
· Be a subject matter expert in all city, state, and federal employment labor law. Have a clear understanding of impact on the staff and organization. Ensure PCC is in compliance of all applicable laws at all times.
· Provide the above support to all current and new church plants, as well as act as an HR consultant, as requested by the church planting commission. 
Other Responsibilities

· Maintain a vital and growing personal walk with the Lord through committed Bible Study, prayer and meditation.
· Be available on weeknights and weekends, as requested by the Executive Director.

· Be an active member of Pacific Crossroads Church, or plan to become one within 2 months of employment.
· Adhere to all employee policies, as outlined in the PCC Employee Handbook. 
By God’s grace, we covenant to fulfill the words written on these pages with joy, humility, dependency, honesty and grace in the power of Christ’s gospel and by his Spirit. 
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