
JOB DESCRIPTION 
 

JOB TITLE:  District Administrative Assistant 
DEPARTMENT: Spoon River District Office 
STATUS:  Regular, Part-time 20-25 hours/week 
REPORTING: Position reports to:  District Superintendent 
 

 
BASIC FUNCTION:  Works under the direction of the District Superintendent to 
administer all functions of the District Office of the Illinois Great Rivers Conference of 
the United Methodist Church 
 
ESSENTIAL FUNCTIONS: 
 
1. Serve as a liaison between the District Superintendent and local pastors, church 

members, district leaders, and the Conference offices 
 

2. Manage the District Superintendent’s calendar, correspondence, files and 
telephone/email communications 
 

3. Prioritize and follow-up on issues and concerns addressed to the District 
Superintendent, including those of a sensitive and/or confidential nature 

 
4. Responsible for distributing, collecting and disseminating Charge Conference 

paperwork; distribute appointment notices 
 

5. Handle basic office functions such as purchasing office supplies, answering 
telephones, filing, copying, processing mail, etc. 

 
6. Responsible for accounts payable/expense reports 
 
7. Other duties as assigned by the District Superintendent 

 
8. Adheres to IGRC’s Personnel Policy and Information Systems Security Policy 

  
QUALIFICATIONS: 
 
1. Supports the vision, mission, and core values of the Illinois Great Rivers Conference 

and The United Methodist Church  
 
2. Knowledge of the United Methodist system 
 
3. Possesses excellent communication skills, both written and verbal 

 
4. Adept at working with, and relating well to, all kinds of people; excellent 

interpersonal relationship and customer service skills 



 
5. Able to perform detailed work in a fast-paced environment and to keep information 

and materials in a confidential manner 
 

6. Proficient in Microsoft Word, Excel and Outlook 
 

7. Able to work on multiple projects simultaneously with minimum supervision 
 
8. Demonstrated ability to work cooperatively as a team member and to work 

independently 
  
WORKING CONDITIONS: 
 
Modern office environment; non-smoking 
 
PHYSICAL DEMANDS: 
The physical demands described here are representative of those that must be met by 
an employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
While performing the duties of this job, the employee is regularly required to talk or 
hear. The employee is frequently required to sit. The employee is occasionally required 
to stand; walk; use hands and fingers; reach with hands and arms; climb or balance; 
stoop or kneel. The employee must occasionally lift and/or move up to 25 pounds. 
Specific vision abilities required by this job include close vision, depth perception and 
ability to adjust focus. 
 
NOTE: 
This job description should not be construed to imply that these requirements are the 
exclusive standards and expectations of the position.  The incumbent will follow any 
other instructions, and perform any related duties, as may be required.  The employer 
has the right to revise this job description at any time, and will provide reasonable notice 
of any such change.  The job description is not to be construed as a contract for 
employment.  Reasonable accommodations will be provided to individuals with 
disabilities. 
 
Signing this document indicates that the employee understands the working conditions 
and responsibilities of this position and has discussed details with the District 
Superintendent. 
 
____________________________________   ______________ 
Employee’s Signature      Date 
 
___________________________________   ______________ 
District Superintendent      Date 
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