
JOB POSTING 

 
Job Title:  Rocky Hollow Receptionist (Part-Time)   

 

Reports To:  Business Administrator     

 

 

JOB PURPOSE AND SCOPE:  

 

The Rocky Hollow Receptionist position is an assignment that utilizes the incumbent’s gifts in a 

professional demeanor that serves as the “face at the front door” of the church in greeting and 

assisting church members, staff, visitors and vendors to The Worship Place at Rocky Hollow.  

This position primarily provides ongoing clerical support for the administrative services of the 

church staff and church members through defined duties and activities. 

 

EDUCATION AND EXPERIENCE REQUIREMENTS:  

 

 A high school diploma or equivalent is required for this position.  Additional educational 

development and technical skills are preferred and at least three (3) years of office experience in 

a public or for-profit setting is required. Prior church experience is helpful.  This position will 

need a person with strong computer skills and a working knowledge of the Microsoft Office 

package that includes Word, PowerPoint, Excel and Publisher software.  The ability to interact 

with strong communications skills is essential.  The nature of this job requires a person who is 

outgoing, friendly, compassionate and detail oriented in their personality. 

 

POSITION SUMMARY:  

 

The Rocky Hollow Receptionist is a clerical function that provides support to the church staff, 

church members and to those people who enter the premises and need direction, assistance, or 

guidance with church personnel, activities, facilities, or resources for approximately 28 hours per 

week (Monday through Thursday). 

 

ESSENTIAL FUNCTIONS: 

  

This position will perform the following primary functions under the direction of the Business 

Administrator and with overall oversight of the Senior Pastor of the Worship Place and in 

accordance with the church’s Constitution and By-laws: 

 

1. Greet and assist walk-ins, direct guests as needed. 

2. Answer phones, direct calls, take messages. 

3. Provide clerical support to pastoral staff and other ministries of the church as needed. 

4. Prepare weekly service bulletin for Rocky Hollow services. 

5. Oversee room setups for meetings, bible studies, fellowship events, etc. 

6. Maintain record of visitors, prepare first time visitor bags, and neighborhood ministry 

cups for distribution. 



7. Order office supplies and materials for staff and ministries as needed. 

8. Print sign-up sheets and trifolds for ministry events as provided by Events Coordinator. 

9. Distribute event tickets and performance passes. 

10. Keep Welcome Center materials and trifolds stocked. 

11. Order and distribute badges for Rocky Hollow attendees. 

12. Coordinate volunteers for reception desk. 

13. Maintain church bulletin boards. 

14. Attend weekly staff meetings. 

15. Other duties as assigned. 

 

 

If interested in applying for this position, please email your resume to janiep@twptx.org. 


