
 
 

 

Employment Opportunity at Pilgrim Lutheran Church, Magill 

 

Position title:  Administration Assistant 

Supervisor:  Parish Chairperson, Magill 

Classification:  Lay Worker Level 1 

FTE:   0.2 

Employment period: Permanent after trial period 

Location:  Parish office: “Pilgrim House” 

19 Edward Street, Magill SA 5072 

 

About us 

Pilgrim is a small Lutheran congregation in the eastern suburbs of Adelaide. At the start of 

2017 the congregation agreed to a partnership with the Adelaide Deaf Community Church 

and called a pastor to serve both congregations. 

As a result of the merger, Pilgrim requires the services of an Administration Assistant to 

support the pastor with worship preparation and general parish administration work. The 

current need is for 1 day per week, although the position may grow over time as we are 

finding it increasingly difficult to fill volunteer roles. Additional paid hours may be offered in 

particularly busy times of year (e.g. before Christmas, Easter and our Annual General 

Meeting). 

Initial duties include: 

 Assisting the pastor to prepare PowerPoint and other worship material each week. 

 Keeping the congregation’s website and membership database up-to-date. 

 Supporting volunteers in the roles. 

Possible future duties are listed in the Position Description. Working times are flexible, but 

with a preference for the end of each week (i.e. Thursdays and Fridays). 

The work will be conducted at the church office (address above) which is shared with 

Lutheran Community Care. There will be some interaction required with LCC staff as well 

as church volunteers and the pastor. 

About you 

 Organised and flexible. 

 Able to take the initiative and work with minimal supervision. 

 Good computer skills, particularly with Microsoft PowerPoint, Word and Publisher. 

 Enjoy working with people. 

Application 

For more information please refer to the Position Description on the LCA website and the 

congregation website at http://pilgrimlutheran.com.au/. 

Applications should consist of a resumé (no longer than two pages) and a covering letter 

addressed to the Chairperson and emailed to pilgrim.magill@lccsa.org.au. 

Applications close 14th July 2017. 
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