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	GLAD TIDINGS TABERNACLE

	
	65 Brydon Drive, Etobicoke, Ontario M9W 4N3



GLAD TIDINGS TABERNACLE 
ADMINISTRATIVE SECRETARY  
The Administrative Secretary is a permanent part-time salaried position which includes benefits. 

The successful candidate will be responsible for managing the day-to-day operations of the office, from answering phones and scheduling appointments, which includes but not limited to filing documents and composing clear and concise correspondence.  
Summary of Duties: 

• Reports to the Senior Pastor 

• Provide general administrative support as required. 

• Provide confidential administrative support to the Senior and Associate Pastors

• Prepare a variety of correspondence, reports, newsletters, memos, etc. 

• Schedule meetings and make appointments

• Distribute communications to congregation and community members. 

• Managing church confidential files in accordance with GTT’s and PAOC’s Policies and    

  Procedures. 

• Maintain up-to-date guidelines and protocols,  

• Respond to requests for reports from the Church Board and Ministry Departments. 

• Respond to inquiries from the church community and the public. Direct inquiries to the  

  appropriate parties, and ensure follow-ups as needed.

• Provide general administrative support as required by the Board Treasurer and Board Secretary.  

• Respond to telephone inquiries and redirect calls/messages as required. 

• Meet and greet visitors to the church 

• Maintain monthly financial balances for the church i.e. (tithe & offering e-transfers, banking 

  accounts, utility bills, donations, and other financial duties as assigned by the church. 

  treasurer and senior Pastor).

• Other related duties as assigned by the Senior Pastor.   

QUALIFICATIONS

• Keyboarding skills and expertise in the use of computer technology (e.g., word processing, 

  spreadsheets, databases, presentation packages, and financial applications). 

• Ability to take initiative, work independently, and cautiously maintain confidential 

  information. 

• Excellent work organization and time management skills and ability to meet deadlines and 

  deal with conflicting priorities and work demands. 

• Experience responding to emergencies and dealing with stressful situations. 

Please submit resume along with cover letter to royandastrid@gladtidingstabernacle.com, no later than 12:00pm noon on Friday November 15th, 2024. 

Thank you.
Tel: 416-785-8335  

Email: office@gladtidingstabernacle.com | Website: gladtidingstabernacle.com

YouTube: Glad Tidings Tabernacle/Etobicoke | IG: gtt_tabernacle | FB: Glad Tidings Tabernacle
“Bring Them to Jesus” Mark 16:15
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