
EXECUTIVE ASSISTANT

JOB DESCRIPTION

FULL TIME  |  ADMINISTRATION  |  LAFAYETTE, LOUISIANA

First Baptist Lafayette is seeking a highly organized, trustworthy, and ministry-minded Executive Assistant to
serve alongside the Senior Pastor and help make his ministry more effective. This role combines exceptional
administrative support with the care, discretion, and attention to people required at the heart of a busy
pastoral office.

The Opportunity

Some positions are defined by what you do. This one is defined by why you do it. 

The Executive Assistant to the Pastor sits at the heart of the pastoral leadership of First Baptist Lafayette. This
person will help the Senior Pastor steward his time, stay present for the people who need him, and navigate the
many details that come with leading and shepherding a large church family.

This is not simply a role for someone who can manage a calendar or run a busy office, though those skills are
essential. Behind many of the administrative responsibilities are people and moments that matter: weddings,
funerals, hospitalizations, prayer needs, new members, mission opportunities, and everyday interactions with our
church family. Each requires thoughtful coordination, compassion, and discretion. 

We are looking for someone with exceptional administrative ability, an active personal faith, a servant's heart,
and a deep instinct for confidentiality. Previous church or ministry employment is not required. If you have spent
your career making leaders and organizations more effective behind the scenes and want to use those gifts in
work with eternal significance, this may be an opportunity for you.

What You'll Do 

Administer the Pastor's Office, including scheduling, correspondence, calls, visitors, travel, meetings, and
other day-to-day needs. 
Help organize and protect the Senior Pastor's time so he can remain focused on preaching, leadership,
pastoral care, and people. 
Coordinate administrative details surrounding weddings, funerals, hospital ministry, memorial gifts, prayer
needs, and other pastoral-care ministries. 
Serve as Church Clerk, maintaining membership records, processing membership changes, preparing reports,
and recording minutes of church business meetings. 
Serve as Office Coordinator, helping coordinate office-support personnel, administrative systems, schedules,
records, mailings, and church databases. 
Provide administrative and logistical support for missions events, trips, and ministry partnerships, including
calendars, communication, travel, payments, and records. 
Support the Executive Pastor and work collaboratively with pastors, staff, church members, families, and
ministry partners. 
Support church-wide services, events, and major ministry initiatives as needed. 
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Who We're Looking For

You do not need a ministry résumé to be the right person for this role. We are looking for someone who: 

Has a genuine and active relationship with Jesus Christ and a desire to serve the local church. 
Possesses exceptional administrative and organizational skills and naturally anticipates what needs to happen
next. 
Understands how to support a leader, protect priorities, and make the people around them more effective. 
Communicates with warmth, professionalism, and grace. 
Handles sensitive information with exceptional discretion and confidentiality. 
Can manage multiple responsibilities and deadlines without losing sight of the people behind the details. 
Demonstrates integrity, dependability, initiative, diligence, and excellence. 
Works well with pastors, staff, church members, families, ministry partners, and volunteers. 
Is able and willing to sign First Baptist Lafayette's Staff Covenant. 

The Executive Assistant reports to the Senior Pastor through the Executive Pastor. Regular office hours are 8:00
a.m.–4:30 p.m., with additional availability as ministry responsibilities require. 

Why First Baptist Lafayette?

First Baptist Lafayette exists to glorify God by reaching Acadiana for Christ and to help people find real
meaning through a relationship with Jesus Christ. Every calendar managed, family cared for, record
maintained, and detail coordinated ultimately serves that mission. 

If you have built a career around quietly making things work, and you're ready to use those gifts in a place
where the work carries eternal significance, we would love to meet you. 

Ready to Take the Next Step? 

Submit your résumé and cover letter to be considered for the Executive Assistant to the Pastor position. Email
jerry.medlin@fbclaf.org. 

Download full job description here. 

https://fbclaf.org/wp-content/uploads/2026/09/Executive-Assistant-Office-Manager-Job-Description.pdf
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