Job Description
Administrative Assistant
Reports To: Business Office Manager
FLSA Status: Hourly/Non-Exempt
Updated 12/2020

General Description
Mission and Vision:
High Point Christian School (HPCS) is seeking a candidate for a service-oriented position, providing
customer service, secretarial and organizational support to the school. The position is responsible to
act as the Administrative Assistant for both our Madison and Mount Horeb Campuses. The employee
hired would have a physical presence on our Madison campus, and act as a virtual assistant to our
Mount Horeb campuses. The position involves contact with parents, faculty, staff, teachers, students,
church staff and community stakeholders who require information and/or service from the school.
Due to the nature of the COVID-19 situation in our community, additional tasks and responsibilities
may be assigned as needed.
Evaluation:
Performance will be evaluated in accordance with provisions of the High Point Christian School
Personnel Committee’s policy on evaluation of professional personnel and this job description.

Spiritual Expectations
Our Administrative Assistant shall be a mature, sincere Christ follower. We seek confirmation from our Administrative
Assistant that they:
●
●
●

Have received Jesus Christ as his/her personal Savior.
Believe that the Bible is God's Word and standard for faith and daily living.
Are in agreement with the High Point Church's Statement of Faith.

Core Essentials (60%)
Our Administrative Assistant shall act as High Point Christian School’s main point of contact by:
●
●
●
●
●
●
●
●

●

Greeting people as they enter the building in a friendly and professional manner.
Answer phone calls in a courteous, helpful, and professional manner.
Promptly responding to emails that are sent to the general office email group.
Make sure that regularly scheduled mailings and communication with parents occurs at the appropriate times.
Provide administrative and secretarial support for Administrative office staff and school principal.
Keep and maintain an organized filing system for the outer office.
Open, screen, and distribute incoming mail as necessary.
Act as first in line of school security: Monitor school security cameras, checking door camera before visitors
enter, maintaining accurate sign/out sheets of guests in the building, communicating with the appropriate
church staff of visitors, as needed. Ensure all parents, visitors, and students sign in/out of the building;
provide badges to necessary persons.
Be knowledgeable of and enforce policies set in the Parent handbook.
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Essential Functions (30%)
Our Administrative Assistant shall work to maintain accurate attendance and student records for all students within
both our Madison and Mount Horeb Campuses by:
●
●
●
●
●
●

●

Managing day/period attendance; maintain accurate attendance records.
Responding promptly to parents/guardians with attendance notifications, concerns or questions.
Reconciling all attendance discrepancies by following up with faculty and parents/guardians.
Being knowledgeable of and supporting current school events, programs, and their coordinators; support the
maintenance of the school calendar and announcements in FACTS/SIS regarding all school events.
Enter data and run reports in FACTS/SIS, as needed.
Work closely under the direction of the Registrar to create and maintain accurate student records.
Maintain ongoing Facts/SIS training, as needed.

Our Administrative Assistant shall perform as the first response to any first aid or medical situation brought to the
school office by:
●
●
●
●

Providing first aid as necessary for students (Madison Campus only).
Apportion student’s medication according to parents’ and/or doctors’ requests (Madison Campus only).
Document all student medical events in FACTS/SIS.
Maintain first aid certification or other appropriate trainings as assigned.

Supplemental Functions (10%)
Our Administrative Assistant shall perform other assigned duties, such as:
●
●
●
●
●
●
●
●

Work and communicate with people of all age groups and backgrounds.
Have proficiency in Microsoft Word, Microsoft Excel, Google Drive and be willing to learn new software
programs.
See that projects are completed in a timely manner.
Organize and prioritize details to meet multiple short term and long term objectives.
Accurately handle detail work.
Keep sensitive personal and student information confidential; handle all confidential information responsibly.
Have good verbal and written communication skills.
Assist or train others on the copy machine, telephones, intercom, laminator, etc.

Physical Requirements
●
●
●
●
●

Use of computer, telephone and other office equipment as needed to perform duties.
Work in an office environment with multiple interruptions.
Sit for long periods of time.
Look at multiple screens for long periods of time.
Stand, walk, reach, bend, or lift up to 40 lbs.
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High Point Church/High Point Christian School Statement of
Faith
How do we speak concisely about our faith?
The Apostle’s Creed
I believe in God the Father Almighty, the Creator of heaven and earth, and in Jesus Christ, His only Son, our Lord: Who
was conceived of the Holy Spirit, born of the Virgin Mary, suffered under Pontius Pilate, was crucified, died, and was
buried. He descended into hell. The third day He rose again from the dead. He ascended into heaven and sits on the
right hand of God the Father Almighty, whence He shall come to judge the living and the dead. I believe in the Holy
Spirit, the holy catholic* church, the communion of saints, the forgiveness of sins, the resurrection of the body, and life
everlasting. Amen.
*The word “catholic” refers to all who believe in Jesus Christ as Savior and Lord. This creed received its title because of
its great antiquity, dating from the first centuries of the church.

Who is God?
The Godhead:
We believe that there is one living God, Jehovah, perfect, infinite and eternal, who is unchangeable in His being,
wisdom, power, holiness, justice, goodness, love and truth; who exists in one essence as three persons, Father, Son,
and Holy Spirit, who are equal in their divine perfection and harmonious in the execution of their distinct offices.
(References: Ps. 83:18; Ex. 6:2-3; Matt. 5:48; I Kings 8:27; Ps. 90:2; Mal. 3:16; I Tim. 1:17; Gen. 17:1; Isa. 6:3; Ps. 19:9;
Ex. 34:6; Jn. 3:16; Matt. 28:19; Jn. 5:17; Jn. 14:16-17; Jn. 15:26; Eph. 2:18; I Jn. 5:7.)

The Father:

We believe that God is the Father of our Lord Jesus Christ, His only begotten Son, and spiritual Father of all believers in
Christ. He is the Creator, Preserver, and Ruler of the Universe. (References: Jn. 20:17; Jn. 3:16; Gen. 1:1; Heb. 11:3;
Neh. 9:6, Heb. 1:2; Ps. 103:19; Eph. 1:11.)

The Son:
We believe that in the fullness of time the Son humbled Himself and assumed human nature by being born of the
Virgin Mary, thus uniting organically and indissolubly the divine and human natures in the one unique person of Jesus
Christ. By becoming man, He was made like us, and having a body, He offered it as a sacrifice for us. Being eternal God;
and without sin, the sacrifice He made on Calvary was infinite in value. He rose bodily from the grave and ascended
into heaven, both as a confirmation of His divinity and of His ultimate triumph over sin and death. (References: Isa. 9:6;
Matt. 1:18-25; Jn. 1:14; I Tim. 3:16; Heb. 2:14; Heb. 10:9-10; Jn. 8:58; II Cor. 5:21; Heb. 4:15; Jn. 1:29; Jn. 2:1-2; Rom.
1:4; Rom. 1:25.)

The Holy Spirit:
We believe that the Holy Spirit is the third person of the Trinity, co-equal with the Father and the Son. He proceeds
from the Father and the Son. His principle ministry since His coming at Pentecost is to remove or convict the world of
sin, of righteousness, and of judgment: to restrain the progress of evil until God’s purposes are accomplished; to bear
witness to the truth preached; the regeneration of those who repent of their sins and exercise faith in Christ; to
instruct, comfort, and guide God’s children; to sanctify them; to empower them for life and service; and give life to
their mortal bodies by the Holy Spirit; and sanctified by the Holy Spirit. The believer is told not to grieve, not to quench,
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but to yield to, and to be filled with the Holy Spirit. (References: Matt. 28:19;
Ex. 17:7 with Heb. 3:7-9; I Cor. 3:16; Jn. 15:26; Jn. 16:8-11; II Thess. 2:7; Acts 5:30-32; Jn. 3:3-8; Titus 3:5; Jn. 14:16-18,
26; Jn. 16:13; II Thess. 2:13; I Peter 1:3; Rom.
8:2; Acts 1:8; Eph. 3:16; I Cor. 2:14; I Thess. 1:5; Eph. 1:13; II Cor. 12:13; II Thess. 2:13; I Peter 1:2; Eph. 4:30; I Thess.
5:19; Rom. 6:13-19; Eph. 5:18.)

Who are we as human beings?
Creation:
We believe that human beings were created by an immediate act of God; that the purpose of our creation is to glorify
God; that humanity was created in the image of God, possessing the capacity for Christ-likeness; and that humanity
was endowed with power of rational and responsible choice between good and evil. (References: Gen. 1:27; Col. 3:10;
Acts 17:24-28.)

The Fall:
We believe human beings were subjected to trial in the Garden of Eden, Under trial they lost their holy estate by
voluntarily transgressing God’s positive command and yielding to the enticement of Satan, were alienated by God, and
became depraved physically, mentally, morally, and spiritually. In consequence of this act of disobedience, the entire
human race became involved in sin so that in every heart there is by nature that evil disposition, which eventually leads
to blameworthy acts of sin and to just condemnation. (References: Gen. 2:15-17; Gen. 3:1-6; Heb. 1:8-10; Rom.
5:12-18, 3:10-12, 23, 1:19-31; Eph. 4:18.)

Redemption:
We believe that God has provided redemption for all human beings through the mediatorial work of Christ, who
voluntarily sacrificed Himself on the cross as a perfect sacrifice for sin, the just suffering for the unjust, being made
sinful for us, bearing sin’s curse, and tasting death for every person. (References: Matt. 20:28; Heb. 9:11-12; I Peter
3:18; II Cor. 5:21; Gal. 3:13; Heb. 2:9; I Tim. 2:5-6.)

How does God love us?
Salvation, Justification, and Regeneration:

We believe that salvation is wholly of grace, but conditional on repentance toward God and acceptance of Christ’s work
on the Cross by faith. When the sinner believes the Gospel and puts trust in Christ, the believer is declared righteous on
the basis of Christ’s punishment on the Cross. Regeneration makes the believer a new creation in Christ Jesus by the
operation of the Holy Spirit through the Word, the believer is given a disposition to obey God. (References: Eph. 2:8-9;
Titus 3:5; Acts 4:12; 16:31; II Cor. 7:10; Rom. 5:1-9; Rom. 4:4-5; Acts 13:39; II Cor. 5:17; Jn. 3:3-5; 1:12-13; I Peter 1:23.)

How does God work in our lives every day?
Sanctification:

We believe that in positional sanctification the believer is cleansed and set apart for God. In progressive sanctification,
the believer becomes conformed to the image of Christ. Ultimate sanctification and complete victory over sin awaits us
at the coming of Christ. (References: I Cor. 6:11; II Cor. 3:18; I Jn. 3:2.)

Why can we have confidence in God & hope in Him?
Eternal Security and Perseverance of Saints:

We are given everlasting life, are sealed for the day of redemption, and our life is hidden with Christ in God. We are
given knowledge and assurance of eternal life. We are nevertheless warned not to accept the grace of God in vain, but
to work out our own salvation with fear and trembling, to seize the hope set before us, and to take heed, lest there be
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in anyone an evil, unbelieving heart, leading one to fall away from the Living
God. (References: I Peter 1:23; Jn.5:24; Jn. 10:27-29; Eph. 4:30; Col. 3:3; I Jn. 5:11-13; II Cor. 6:1; Phil. 2:12; Heb. 6:18;
Heb. 3:12.)

What happens when our life on earth ends?
Resurrection and Immortality:
We believe that, at the return of the Lord, the righteous dead will be raised and the living believers will be changed so
that both will have physical, spiritual, and immortal bodies like Christ’s own glorious body. (References: Rom. 8:23; I
Cor. 15; I Thess. 4:16-17; Phil. 3:20-21; cf. Luke 24:36-43; Acts 1:3.)

How do we worship & serve together?
The Church:
We believe that the church invisible and universal is an organism composed of all those who are called out of the
world, separated to God and vitally united by faith to Christ, its living Head, and Ruler; that the church local and visible
is an organization made up of a company of professed believers in Christ, voluntarily joined together and meeting at
stated times for worship and instruction in the Word, to observe the ordinances, and to administer discipline. It is the
duty of the church to give the Gospel as a witness to all people; to build itself up in the most holy faith; to minister to
the widows and orphans, the sick and afflicted, stranger and sojourner; and to glorify God. (References: I Peter 2:9; cf.
Jn. 15:18; Eph. 1:22-24; 4:15-16; I Cor. 12:12-27; Acts 2:46-47; 20:7; I Cor. 16:2; Matt. 18:15-17; I Cor. 5:1-5; Matt.
28:18-20; Acts 1:8; Acts 5:42; Jude 20-21; Eph. 4:11-12; 16; Acts 20:32; Acts 6:1-9; James 1:27; I Peter 4:11.)

What special services do we share together?
Ordinances:
We believe that two Christian ordinances were appointed by Christ to be administered in each church, not as a means
of salvation, but as sacred visible signs and symbols of the facts and realities of salvation:

Baptism:
We believe that baptism by immersion in water is the public confession of Christ as Savior and Lord. It is a symbol of
one’s union, by faith, with Christ in death, burial, and resurrection, and therefore is to be administered by immersion
only to those who have given evidence of faith in Christ as their personal Savior. In effect, baptism identifies the
believer with the visible body of Christ. (References: Matt. 28:19; Mark 16:16; Acts 2:38-41; Rom. 6:3-5, Col. 2:12; Acts
8:36-39.)

The Lord’s Supper:
We believe that the Lord’s Supper should be observed by all believers in obedience to the command, “This do in
remembrance of Me.” It consists of partaking of the bread and cup, which symbolize the death of Christ for the
remission of our sins, our need for self-examination, and union with Christ and with other believers. The Lord’s Table is
open to all believers who are in right relationship with God and one another, regardless of denomination. (References: I
Cor. 10:17; Matt. 26:26-30; Luke 22:19-20; I Cor. 10:16; I Cor. 11:23-26.)

How do we engage our community?
Attitude toward Society:

We believe that civil government is ordained of God for the punishment of evildoers, and for the protection of the
good. We, therefore, consider it our duty to pray for rulers and magistrates; and to be obedient to their authority,
except in things directly contrary to the commands of God. We are not to withdraw from the world, but to endeavor to
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be its salt and light, doing all in our power to bring righteousness and justice
to human institutions and relationships. (References: Rom. 13:1-7; I Tim. 2:1-3; Titus 3:1; I Peter 2:13-14; Acts 4:19;
Acts 5:29; Matt. 23:10; Matt. 5:13-16; I Cor. 5:9-10, John 17:15.)

What do we believe about future events?
Christ’s Second Coming:
We believe in the personal, visible, pre-millennial and imminent return of Christ. First, Christ will descend into the air to
catch away His waiting bride, the Church. Christ will descend with His saints to establish the long-promised kingdom,
and to reign upon the earth for a thousand years. Prior to Christ’s ultimate return to reign, the great tribulation
judgments will be visited upon the apostate and rebellious world. (References: Jn. 14:1-3; Acts 1:10-11; Mark 13:34-37;
I Thess. 4:14-18; I Cor. 15; Rev. 3:11; Jude 14; Rom. 8:16-19; Col. 3:4; Rev. 19:14; Dan. 7:13-14; Luke 1:32-33; Rev.
5:9-10; 20:4-6; Jer. 30:7; Matt. 24:21; II Thess. 1:3-10; Rev. 6-19.)

Judgments:

We believe that the believer’s sins are judged in Christ on the Cross; and that the believer’s works will be judged for
rewards at the judgment seat of Christ at the time of His coming. We believe that the unrepentant wicked will appear
before God for judgment at the great white throne after the Millennium to be consigned to that judgment.
(References: II Cor. 5:21; Gal. 3:13; Jn. 5:24; I Cor. 3:8-15; 4:5; II Cor. 5-10; II Tim. 4:8; Eccl. 12:14; Matt. 10:28; Mark
9:43-48; Rom. 2:8-9; Heb. 9:27; Rev. 20:10-15; cf. Rev. 14:9-11.)

What future may each of us choose?
The Eternal State:
We believe that after all God’s enemies are consigned to punishment, the present order of things will be dissolved and
the new heaven and the new earth, wherein dwells righteousness, shall be brought in as the final state in which the
righteous will dwell forever. (References: Isa. 65:17; 66:22; II Peter 3:10-13; Rev. 7; 21:1-22.)

Approved by the High Point Church congregation on April 30, 2006
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