
Zion Pre-Kindergarten    Position Description 
Zion Lutheran Church 
Anoka, Minnesota 
 
Position: Pre-Kindergarten Administrative Assistant 
 
Purpose of Position:  To assist the director of Zion Pre-Kindergarten in all areas of 
implementing and maintaining the prekindergarten program.  
 
Position Responsibilities: 
  

1. Ability to multi-task and work independently as well as a team player 
2. Answers phones, greets parents and visitors with gracious hospitality. 
3. Maintains up-to-date staff and student records. 
4. Maintains confidentiality of all sensitive materials and information. 
5. Receives, records, and reports all tuition funds received and monitors due dates. 
6. Receives, records, and distributes all orders for books, photography, or other 

orders including information and funds. 
7. Performs administrative support tasks (prepares correspondence, maintains 

records and files, maintains inventory and office supplies, prepare and distribute 
newsletters and calendars, etc.) 

8. Attend all staff planning meetings and contribute to group discussions.  
9. Participate in required training (annual required trainings, CPR/First Aid) 
10. Serve as a substitute in a classroom if needed. 
11. Performs other duties as directed by the Zion Pre-Kindergarten Director. 
12. Assist in supervision to always ensure the safety and well-being of the students. 

 
Knowledge, Skills, Experience 

 
1. Requires the level of general educational development acquired in high 

school. 
2. Need high level computer skills including Word, Excel, and Publisher 
3. Requires 1-2 years of bookkeeping experience. 
4. Strong communication skills to project a positive christian attitude and 

effectively relate to children and adults.      
5. Christian church affiliation or profess a faith in Christ. 
6. Possesses and maintains CPR/First Aid certification. 

 
Reports to: Director of Zion Pre-Kindergarten 
 
Classification: Part-time – Not to exceed 20 hours per week August-May, June-July up 
to 10 hours per week depending on needs of programming. 


