
FLORIDA BAPTIST CHILDREN’S HOMES

SPECIFICATION SHEET

FOR

SECRETARY

I. SPIRITUAL QUALIFICATIONS
I. Conversion Experience

I. Must have had a personal conversion experience with Jesus Christ.

I. Call to Ministry of Service

I. Must have a sense of commitment to the ministry of service to children youth and families.

I. Devotional Life

I. Possess a sincere desire to seek God and His kingdom.

I. Demonstrate personal and devotional habits and practices such as Bible study, prayer and daily meditation.

I. Church Loyalty and Membership

I. Be an active member of a local New Testament church, with regular weekly   attendance.

I. Engage in witness activities as a normal part of life.

I. Theological Concepts

I. Accept the Baptist Faith and Message statement.

I. Be familiar with the general theological beliefs of Southern Baptists.



II. EDUCATION AND EXPERIENCE
A. Have at minimum a high school diploma or a GED, advanced education preferred.

B. Experience in clerical field preferred.

C. Proficiency in computers, dictation, accounting or filing may be required.

III. 
GENERAL QUALIFICATIONS
C. Has a conviction that people have the capacity to grow and change.

C. Has the ability to establish positive relationships with children, youth and adults.

C. Possess a sensitivity to the cultural differences that are present among the organization’s service population and staff.

C. Has an ability to work in partnership with other members in a team approach.

C. Demonstrates good verbal and written skills.

C. Has an ability to manage time, set priorities and to organize and follow structured routines.

C. Meets all of the employment qualifications as outlined in the Personnel Policies and Procedures Manual.

I have read, understand, and agree with the specification sheet for Secretary.

________________________


___________

Employee Signature



Date

________________________


___________

Witness Signature



Date
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