
P O S I T I O N  P R O F I L E

RESPONSIBILITIES
This position exists to provide 
executive-level support to the 
work of the Executive Pastor, 
churchwide event leadership, 
and cross-team consistency with 
Ingleside purposes and culture.
The Executive Pastor’s office sets 
the pace for the entire staff making 
this position essential to the 
Executive Pastor’s influence, work, 
and success as well as the overall 
effectiveness of Ingleside. 

POSITION TITLE

Assistant to the Executive PastorPURPOSE

RELATES CLOSELY WITH

•  A growing commitment to 
Jesus Christ and alignment with 
Ingleside’s Articles of Faith

•  Already or willing to be a member 
of Ingleside Baptist Church

•  3+ years in the administrative or a 
related field

•  College graduate
•  Event planning experience
•  Adept at Microsoft Office suite

MINIMUM REQUIREMENTS

•  Lead Pastor’s Office
•  Team Leaders
•  Entire Ingleside Staff

TIME REQUIREMENT

40 hours per week (Monday – Friday 
8:30 – 5:30 p.m.) plus some evening 
meetings and events

ADMINISTRATIVE SUPPORT:
• Receive and respond to the Executive Pastor’s phone calls and process correspondence
• Maintain the Executive Pastor’s calendar and arrange appointments
• Develop a working proficiency of the Church Management System (TouchPoint)
• Welcome guests of the Executive Pastor with high levels of warmth and hospitality
• Support the creation of monthly, quarterly, and yearly metrics reports across the team
• Update the program calendar weekly and communicate approved dates to staff
• Ensure key monthly targets for the Lead Pastor’s Office are reviewed and accomplished
• Process purchase orders, check requisitions, and reimbursements in a timely manner

PERSONNEL SUPPORT:
• Coordinate, or assist in the coordination of, travel, hotel, and hospitality for various 

levels of searches or Executive Pastor business trips
• Participate in interviews as appropriate
• Maintain weekly time accountability across the team
• Assist the Executive Pastor with the performance review process, including 

communication, file management, deadline reminders, and software utilization
• Assist with new hire onboarding and staff transitions

EVENT COORDINATION:
• Work closely with the Facilities and Food Service Teams to carry out churchwide events
• Participate in the coordination and execution of larger ministry events as directed by 

the Executive Pastor
• Influence every event to meet high standards of excellence

CROSS-TEAM INFLUENCE:
• As appropriate, speak on behalf of the Executive Pastor
• Communicate decisions or directions to staff all across the team
• Be a point of contact for all Administrative Assistants for training, coaching, 

support, cross-team collaboration, and encouragement
• Be the point of contact for the volunteer screening process
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To apply for this position, submit a resume and cover letter to employment@ingleside.org.

Ingleside Baptist Church, founded on October 4, 1951, is beautifully nestled on a lush, green campus of rolling hills and mature trees 
in Macon, Georgia.  Since September 4, 1989, Dr. Tim McCoy has led this thriving church into a new generation of vision and growth. 
Over the past 31+ years, there have been two additional services added and many new buildings constructed or renovated toward the 

overall priority of making disciples for the glory of God that come to worship, grow in a group, serve in the body, and go with the gospel.

Ingleside is rooted in Scripture. We say, “When you use biblical words in biblical ways to understand and apply biblical truth, our lives are 
transformed, and God is greatly glorified.” People who call Ingleside home are genuine at every level and are dedicated to service because 
“every member is a minister!” Expectations are high, consistent with the culture established, and modeled by our staff. Our church is 
currently home to over 4,800 members with just over 2,100 in attendance during four weekend services. 

Macon, a town full of southern charm and antebellum architecture, is home to about 150,000 people. Because of its rich history, 
dating back to Native American civilizations, Macon is continually mentioned as a cultural epicenter for Georgia. It is a town 
that loves food, sports, and music and is in the middle of a very intentional revitalization. Located about an hour south of 

Atlanta, Macon helps make up the heart of Central Georgia. It is located between Metro Atlanta, Augusta, and Savannah and is filled with 
a rich cultural heritage of music and literature with bountiful agriculture, landmarks of the past, and a calendar filled with a variety of 
entertaining festivals. Southern ideals, cultural opportunities, and close proximity to entertainment make it a great place to raise a family.
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C H U R C H  P R O F I L E


