@ LIFESPRING

INTERNATIONAL CHURCH 2/20/2026
Part-Time Admin Assistant Job Description

QUALIFICATIONS
e Leadership aptitude and the ability to support the Senior Pastor
e Commitment to Lifespring Church’s vision, values, and beliefs
e Ability to have good time management with overall status and progression of multiple projects
within deadlines
e Technical proficiency in Microsoft Office Suite (Word, Excel, Outlook, PowerPoint)
e Language literacy and good communication skills in both English and Korean

e High level of integrity, discretion, and confidentiality regarding sensitive information

RESPONSIBILITIES
e Help support the Senior Pastor and Office Manager with weekday office duties and special
projects/events throughout the year
e Administrative duties may include handling incoming calls/visitors, maintaining records/filing,
data management, communications, translations, printing/photocopying, event coordinating,
running errands, etc.
e Attend and participate in Sunday services/events and a community group
e Have a team-player mentality for general church responsibilities shared by the team
(administrative, building/facilities, etc.)
Hours: 14-15 Hours/Week

Salary: Will be commensurate with training and experience

Please Note: You will need to become a legal resident in South Korea to be able to work at Lifespring

Church. Please check your citizenship and visa requirements to enter and reside in South Korea, as the

church will not be able to sponsor a visa.

Apply via Email
Please submit the following (PDF copies) and include “ADMIN PT” in the subject line of your email.

1. Current CV or resume with a recent bio photo

2. Name, position and contact of 2 references (former supervisor or pastor who knows the
applicant’s character and abilities)

3. Testimony of faith and statement of interest

Send to: Caroline Nam (Office Manager) at caroline@lifespring.kr

Ara Plaza Bldg. 4F, 42 Convensia-daero 230 Beon-gil, Yeonsu-gu, Incheon, South Korea [22009]
Tel: (032) 831-3775 | Fax: (032) 831-3778 | www.lifespring.kr
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Ara Plaza Bldg. 4F, 42 Convensia-daero 230 Beon-gil, Yeonsu-gu, Incheon, South Korea [22009]

Tel: (032) 831-3775 | Fax: (032) 831-3778 | www.lifespring.kr



