[image: ]
Administrative Assistant
Department: Business Department    
Reports to: Director of Finance and Administration 
Work location: Onsite
Make a difference through everyday connections
At Lake Geneva Ministries, thoughtful service and strong behind-the-scenes support help create meaningful experiences for campers, families, retreat guests, and staff. As our Administrative Assistant, you will be a welcoming first point of contact and a dependable partner to our Business, Accounting, Registration, and Retreat teams. From answering a parent’s question to coordinating registration details and keeping office operations running smoothly, your work will help our ministry serve people with care and excellence.
What you’ll do
You will work under the direction of the Director of Finance and Administration and collaborate closely with the Accounting and Registration teams and other ministry staff.
Keep our office running smoothly | Approximately 60%
Create a warm, helpful experience for guests, parents, visitors, and vendors by answering calls, responding to general emails, and assisting those who visit in person.
Coordinate incoming and outgoing mail and deliveries, and keep office supplies, materials, and equipment organized and ready for staff.
Support the Accounting team with bookkeeping and administrative tasks, including credit card reconciliations, registration schedules and analysis, spreadsheets, accounting-system data entry, and filing.
Partner with the Retreat Department on administrative projects and other priorities as needed.
Communicate clearly and consistently with the Administrative Team and ministry staff so information reaches the right people.
Help families navigate camp registration | Approximately 40%
Provide friendly, responsive registration support by answering questions, following up on emails, coordinating housing assignments, and managing camper forms.
Assist the Business Director and Camp Registrar with program registration, payments, billing, reports, and database records.
Connect with camp families by phone and email to encourage participation and help them complete registration.
Help make camper check-in welcoming and organized by coordinating pre- and post-camp communications, reviewing forms for completeness, and supporting arrival-day activities.
Serve as a link between Registration and camp staff for assigned programs, preparing reports and sharing timely information to support successful programs.
Be part of the ministry community
Contribute to a positive, collaborative staff culture and lend a hand with programs, retreats, and events as needed.
Use ministry resources responsibly and look for practical ways to improve processes and service.
Take on other related responsibilities as assigned.
What you bring
A growing commitment to Jesus Christ, active involvement in a local church, and alignment with the mission and vision of Lake Geneva Ministries.
Strong written and verbal communication skills, a welcoming approach to people, and a commitment to excellent guest and donor relationships.
Attention to detail, sound judgment, discretion with confidential information, and strong organizational and proofreading skills.
Initiative, a collaborative mindset, emotional intelligence, and the ability to anticipate needs, manage deadlines, and work with limited direction.
An analytical, solutions-oriented approach and a desire to make administrative processes more effective.
Experience and practical requirements
A bachelor’s degree and/or relevant administrative experience.
A valid driver’s license and clean driving record.
Proficiency with Microsoft 365, including Excel, and a willingness to learn ministry registration software and database systems.
Experience in Christian camping or a similar service-oriented environment, and experience with administrative work, database management, or analysis, are helpful but not required.
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