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About Us 
Evergreen Church is a growing faith community in Loudoun County, Virginia.  We are Christ-
centered and Bible-based in theology, non-traditional in culture, United Methodist in denomination, 
and authentic in our desire to experience God, to exalt God and to extend God to others.   
 
Job Summary 
The Administrative Greeter shall… 

• serve as a Preschool ambassador and provide welcoming, friendly support to parents and 
their preschool children enrolled in Evergreen Church’s Preschool Program.  

• perform duties as an administrative assistant for the Preschool  

• perform duties as an administrative assistant for the Church specifically working with the 
Pastor, the Director of Children’s Ministries, and the Director of Youth Ministries 

 
Work Schedule and Hours 
The Administrative Greeter position requires 20 hours of service each week of the year during 
scheduled hours from 9 am to 1 pm, Monday through Friday.  
 
Duties and Responsibilities 
The following are representative and typical of the tasks for the Administrative Greeter to perform: 

• Be available daily and actively engage children attending the Evergreen Preschool Program 
and their parents to promote and foster a caring, supportive, loving environment for the 
children and their parents at Evergreen. Provide encouragement as well as function as a 
resource to answer questions and respond with materials of interest (e.g. schedule 
information, policies, etc.) 

• Meet individually or collectively as needed with the Pastor, the Director of Preschool, the 
Director of Children’s Ministries, the Director of Youth Ministries to identify, plan, organize, 
coordinate, lead work efforts that are supportive of the overall mission and ministries at 
Evergreen Church. 

• Organize and facilitate a range of communications for specific events to specific audiences 
(e.g., snow cancellations, holiday notices, birthday cards for enrolled children, invitations to 
families to attend Easter services, Christmas services, services following VBS programs, 
etc.) 

• Perform office duties including management of payments and receipts, website 
administration, social media administration, etc. 

 
Skills and Values 
Must possess effective time-management and organizational skills and be able to coordinate several 
activities at once and quickly analyze and resolve specific problems. The ability to communicate and 
establish effective working relationships with people, conveying a genuine concern for their needs 
and a desire to provide exceptional service, is essential for this position. The successful candidate 
must be a committed follower of Christ and fully support the vision of Evergreen Church and its 
leadership team.  
 
Education / Experience 
Bachelor’s degree (B.A.) from four-year college or university preferred; experience and/or training in 
working with children is necessary. Applicant must pass a criminal background check. 
 
Work Environment 
The job responsibilities require flexibility to work in a classroom, in the building generally, and in the 
office too as needed to support the various duties/responsibilities.  An ability and willingness to 
communicate by email is necessary. 


