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American Church in Paris 
Bilingual Assistant to the Associate  Pastor (s) 

Job Description  
 
The position is the assistant to the Associate Pastor(s). Because of the nature of this role, the 
person must demonstrate a high level of trust and the ability to protect the reputation and integrity 
of others through strict confidentiality.  Additionally, the willingness to learn new skills, work as a 
team player, and overall dependability/accessibility are very important. This position reports to 
the Associate Pastor(s). 
 
Duties: 
The list* of responsibilities include: 
 

1. As assistant to the Associate Pastor(s), this person is responsible for handling all calls 
and correspondence, scheduling appointments, liaising with various constituents, and 
other duties assigned by the Associate Pastor(s). He/she is in charge of communicating 
with all stakeholders (including staff, church members, government bodies and public) on 
behalf of the Associate Pastor(s).  

 
2. The assistant to the Associate Pastor(s) will be responsible for: 

 

 regular filing (paper and electronic). (weekly) 

 completion of expense reports and updates to Excel budgeting sheets for the 
Associate Pastor(s) and the committees responsible to the Associate Pastor(s). 
(monthly) 

 regular copying of documents, curriculum, and resources. (daily) 
 

3. The assistant to the Associate Pastor(s) will also be responsible for: 
 

 regularly ordering supplies for the Associate Pastor(s), the program committees 
and events under the direction of the Associate Pastor(s) (minimally: monthly) 

 working to gather supplies and replace supplies for committees and events such 
as meetings, fundraisers, and community-wide events (weekly) 

 working with the kitchen manager(s) and the Community Life Chair, and the 
Executive Administrative Assistant to ensure kitchen supplies, small group 
supplies and paper products are available to program committees and for events 
(weekly) 

 coordinating technical assistance for events as necessary (weekly) 
 
4. The assistant to the Associate Pastor(s) will put together itineraries for guests, schedule 

the guest apartment through the Business Administrator, confirm itineraries with guests 
and will correspond with guests on behalf of the Associate Pastor(s) (as needed). 
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5. The assistant to the Associate Pastor(s) will put together travel itineraries for the 
Associate Pastor(s), and help with travel logistics such as conference registrations, hotel 
bookings, etc for the Associate Pastor(s) 
He/she will help with logistics and bookings for travel related to mission trips (as needed). 

 

6. The assistant will schedule rooms for committees and events under the Associate 
Pastor(s) through the Business Administrator and will be responsible for working with the 
Executive Administrative Assistant to ensure events are aligned within the global church 
calendar. He/she will work with the Business Administrator to secure proper permits for 
church events (monthly planning and continuous updating). 

 

7. The assistant will work with the Director of Communications, committee chairs, and 
Associate Pastor(s) to integrate communication of committees and the volunteer 
database. He/she will provide regular updates to the Director of Communications about 
programming and events for the website (including but not limited to securing biographies 
of guest speakers, confirming lecture titles and providing dates/times for various events) 
under the direction of the Associate Pastor(s) (weekly). 

 

8. The assistant will work with the Associate Pastor(s) and the Lay Care Givers to keep an 
updated database of persons in need of pastoral care and home visitations (monthly and 
continuous updating). 

 

9. Will design posters and advertisements for church events (as needed). 
 

* The list above is not all-inclusive but rather an indication of the types of work and 
responsibilities intended for this position. 
 

Working Hours and contract: 
Part-time basis- 91 hours/month. 
The employment contract is a French CDI (contrat à durée indeterminée). 
 

Requirements: 
The assistant must: 

1) be capable of working independently in a church/office environment without supervision 
2) be perfectly bilingual French/English and articulate professionally in both languages 

(spoken and written) 
3) have excellent administrative, MS Office software (Word, Excel, Publisher, Powerpoint 

clerical, and communications (Pages for Mac), Google Calendar/Mail skills  
4) be capable of using initiative, be accessible, responsive and flexible to handle the 

changing needs of the Church (reliability is a must) 
5) be able to prioritize as well as handle urgent tasks as the arrive 
6) Adhere to the mission and values of the Church: 

Our congregation is an interdenominational and international Christian community whose 
mission is to bear witness by word and deed to the love of God as revealed in Jesus 
Christ, to provide a place of English language worship in the American Protestant tradition, 
and to engage in ministries and services that enrich the lives of residents and visitors in 
Paris. 
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Qualifications: 
University qualification  
Or a minimum of 3 years working in a church/office environment will be considered.  
French working papers required. 
 
Interested applicants should submit a letter of motivation plus full Curriculum Vitae via email to  
the Business Administrator at pastorassistantjob@acparis.org 
 
Proof of valid working papers must be submitted with application. 
 
Deadline: until filled. 
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