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Adminstrative and 
Executive Assistants



There are a lot of tasks we perform as administrative professionals:

• Information Flow

• Communications

• Inventory

• Planning

• Logistics

• Office Policies

• Finances

• Guest Relations

• Staff Training

• Information Exploring



Create a Partnership with 
Your Pastor



Your primary responsibility is 
to support your Pastor!



Essential skills for successful 
partnering:



• Knowing Yourself

• Setting Goals

• Adapting Your Work Style

• Planning and Managing

• Decision Making

• Confidence

• Collaboration

• Being Proactive

• Productivity



Characteristics of Successful 
Partnerships



• Sharing joint interests, goals, and concerns

• Respect and trust

• Frequently associating and communicating

• Establishing clear rules and expectations for each other

• Agreeing to perform certain activities, tasks, roles, and so on

• Connecting in thought and meaning

• Being dependable

• Acting reliably

• Holding and affirming a belief in integrity of oneself and of others

• Team-player orientation

• Commitment to building and maintaining relationship

• Connected by shared expectations



—List three things you are doing “just right” to be a great partner with 
your Pastor.

—List three things you could do more of or begin doing to be an 
exceptional partner with your Pastor.

—List three things you wish your Pastor would do to improve your 
partnership.



Communication
When and How



Regularly and face to face!



Give Your Pastor Reason to Respect and Value the Daily Meeting



The daily meeting is where you discuss daily, weekly, and monthly 
calendars and learn their preferences for scheduling, meeting logistics, 
prioritizing work, responding to requests that come in or email 
communications you receive.



Prepare for the Daily Meeting



• Calendar Management – Daily, Weekly, and Monthly Review

• Meeting(s) and Speaking Requests – Priorities, Participants, and 
Timing

• Meeting(s) and Speaking Preparation – Presentations, Research, and 
Logistics

• Travel Planning – Preferences, Pre-trip Preparations, etc.

• Communications – Email, Voicemail, Memos, and Letters

• Projects – Status, Questions and Bottlenecks

• Trends, Observations, and Requests – Things you see or hear that 
need to be shared or requests for things you need to do your job 
effectively



Weekly catch-up meetings



What do they need to focus on?



Monthly goal and objective planning



The monthly goal and objective planning will help you plan out your 
Pastor’s calendar for the month along with the tasks that you both 
need to focus on.



Quarterly strategic reviews



You should be discussing goals and objectives for the quarter and 
spend this time getting to grips with what is going on in your Pastor’s 
world.



20 Ways to Impress Your Pastor



Beat deadlines

Be positive

Constantly improve their productivity

Suggest new technology

Be prepared for meetings

Be prepared for the unexpected

Ask for feedback

Be honest

Be poised

Organize team activities and social stuff

Keep up to date with industry news

Smile

Own your work

Be passionate about what you do

Be loyal 

Believe in your opinion 

Be a sounding board

Be open to new challenges

Always come with solutions

Get the fundamentals right


