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TITLE:  Administrative Assistant     DATE PREPARED:  June 22, 2016 
 
REPORTS TO:  Registrar/Office Manager    FLSA:  Non-Exempt 
 
EVALUATION:  The Registrar/Office Manager and Operations Director shall annually evaluate the 
Administrative Assistant based upon previously agreed upon and measurable goals. 
 
POSITION SUMMARY: 
The Administrative Assistant is hired by the Executive Director in consultation with the Registrar/Office 
Manager and Operations Director and is called by the Board of Directors to serve the mission of 
Briarwood.  The Administrative Assistant reports directly to the Registrar/Office Manager and assists the 
Executive Director and Operations Director in representing Briarwood, serving as a host/hostess to on-
site groups, managing the front desk, and providing hospitality for guests and staff. 
 
PRINCIPAL DUTIES AND RESPONSIBILITIES: 
1. Serve as receptionist Monday – Friday (9:00 am – 4:00 pm), welcoming all guests to Christ Mission 

Center, providing hospitality to guests and staff, answering telephone, checking phone for 
messages, responding to all voice mail messages and helping with tasks such as, but not limited to, 
making coffee, sweeping porch, running errands for staff and providing transportation to and from 
airport. 

2. Pick up and deliver mail to Briarwood and NT-NL staffs. 
3. Serve as Retreat Host during the week, help with the preparation of the facility for the arrival of 

guests (for example, lay out room keys and room assignment sheet, coordinate with other staff for 
room set-ups, etc.) and support as necessary the use of the Streng Leadership Formation Center. 

4. Assist the Operations Director in the maintenance of accurate database of donors. 
5. Conduct customer tours of the Briarwood grounds at the direction of the Registrar/Office Manager. 
6. Assist with Briarwood and NT-NL mailings. 
7. Receive emails and mail for summer campers and provide a designated counselor/leader with this 

mail before lunch each day. 
8. Work in the camp store throughout the summer camping season and on weekends when needed to 

support retreats and special events. 
9. At the direction of the Executive Director, assist in the development and implementation of special 

events. 
10. At the direction by the Executive Director visit local businesses and potential individual donors to 

request donations for Briarwood and Briarwood fundraising events. 
11. Oversee the creation and mailing of thank you letters in accordance with standing development 

policies. 
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12. Ensure that office supplies are available for office usage. 
13. Participate in staff meetings. 
14. Other duties as assigned. 
 
QUALIFICATIONS 
1. A commitment to the Christ centered mission of Briarwood. 
2. Self-motivated and able to take initiative in resolving problems regarding issues related to the 

development efforts of the camp. 
3. Strong interpersonal and communication skills. 
4. The ability to maintain confidentiality. 
5. Able to handle multiple tasks and assignments as needed. 
6. Computer literacy.  Able to use or ability to learn Microsoft Word, Excel, and Publisher.  
7. Organizational skills. 
8. Able to lift at least 15 lbs. and be able to sit and stand for long periods of time. 
 
 
Briarwood is a Christian Retreat and Outdoor Ministry of the Evangelical Lutheran Church in America, 
and as such, being an active and regularly attending member of a Christian congregation is desired, but 
not required. 
 
Employee Review: 
I have read the above, and understand that it is intended to describe the general content of and 
requirements for performing this job.  It is not an exhaustive statement of duties, responsibilities, or 
requirements.  I understand that this description does not preclude my supervisor's authority to add or 
change duties or responsibilities, and I understand that the performance of other duties will be required 
from time to time in order to meet Briarwood’s needs.  I have been given a copy of this description. 
 
Signature: _______________________________ Date: _______________ 


