
  
 

Position 

Title: Youth Administrative Assistant 
Position Hours: Part-Time — 15 hours per week (preferred office availability on Tuesday 
and Thursday) 
Department Report: Youth Pastor 

Position Purpose 

The primary responsibility of the Youth Administrative Assistant is to support a 
formation-based youth ministry by creating organizational systems, communication, and 
administrative support that foster discipleship, belonging, and spiritual growth among 
students and families. This role helps create sustainable ministry rhythms that allow 
pastors and leaders to prioritize relationships, presence, and discipleship as Cornwall 
Youth seeks to help students find and follow Jesus. 

Primary Responsibilities 

Administrative & Ministry Support 

• Provide administrative support to the Cornwall Youth Team 
• Help organize and maintain ministry systems that support relational discipleship 

and spiritual formation 
• Prepare ministry materials and communication for gatherings, retreats, events, 

parent communication, and discipleship initiatives 
• Assist with event registration, scheduling, attendance tracking, and follow-up 

communication 
• Maintain ministry databases and communication platforms with accuracy and 

care 
• Help manage and update ministry webpages and digital communication platforms  



Communication 

• Assist in creating clear, welcoming, and timely communication for students, 
parents, volunteers, and leaders 

• Respond appropriately and professionally to messages, comments, and questions 
across ministry communication channels 

• Help communicate ministry vision, rhythms, stories, and opportunities in ways 
that encourage connection and participation 

Team & Ministry Culture Support 

• Contribute to a healthy, collaborative, and spiritually grounded staff culture  
• Help create systems and organization that allow pastors and leaders to prioritize 

relationships, discipleship, and presence with students  
• Support volunteer leaders and ministry teams through communication, 

organization, and administrative care 
• Participate in ministry planning and coordination meetings as requested 

Qualifications & Characteristics 

Spiritual & Personal 

• Has a mature and growing relationship with Jesus Christ  
• A life that is ordered around the way of Jesus 
• Integrity, humility, and a servant-hearted attitude 
• Above reproach in speech and conduct 
• A passion for leading adolescents into God’s presence 
• In full agreement with the mission, vision, and values of Cornwall Church 

Interpersonal 

• Strong relational skills and a team-oriented mindset 
• Positive attitude and ability to collaborate well with staff and volunteers  
• Able to engage confidently with both teens and adults in various social settings  
• Strong intuition in relationships 

Professional & Technical 

• Strong written and verbal communication skills 
• Organized, detail-oriented, and able to manage multiple responsibilities 

simultaneously 
• Ability to maintain confidentiality and professionalism 



• Working knowledge of Microsoft Word, Excel, email platforms, and database 
systems 

• Ability to work on Mac computers 

Expectations 
• Participate in Youth Ministry team meetings 
• Be present and engaged in the life and community of Cornwall Church 
• Support and model a positive, team-oriented culture within Cornwall Youth 

Cornwall Staff Expectations 
• Adhere to Cornwall Church’s Employee Personnel Policy and Procedures 

Handbook 
• Attend monthly All-Staff and All-Staff Prayer gatherings 
• Commit to Cornwall as a church home and embody Cornwall’s Five Staff 

Expectations 
1. Come & See — Attend weekend service 
2. Community — Lead or be in a small group 
3. Go & Be — Serve inside or outside the church 
4. Growth — Spiritual and leadership growth 
5. Tithe — 10% to Cornwall 

 
 
TO APPLY 
Please submit a cover letter explaining your interest in the position and how you would 
be a be a great fit, along with your resume, to Lisa Kaiser at 
lisa.kaiser@cornwallchurch.com 
 
 
 
 


