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BSM Administrative Assistant
Applicant Questionnaire & Skills Assessment
	Applicant Name  
	Click here to enter name.

	Date of Application
	Click here to enter date.

	Your Email 
	Click here to enter email.



Instructions:  Complete this editable Word document by typing answers in the response boxes and inserting your working samples. When finished, save or export the document as a PDF and upload it to the application portal at GraysonBaptist.com.
SECTION 1  |  Technical Skills & Qualifications
1. Which computer systems are you comfortable using?  ☐ Windows PC   ☐ Apple macOS   ☐ Both   ☐ Other: __________
Which operating system do you use most frequently?  ____________________________________

2. Indicate your proficiency with the following tools (check one per row):
	Software / Platform
	None
	Basic
	Proficient
	Advanced

	Microsoft Word
	☐
	☐
	☐
	☐

	Microsoft Excel
	☐
	☐
	☐
	☐

	Microsoft PowerPoint
	☐
	☐
	☐
	☐

	Google Docs / Sheets
	☐
	☐
	☐
	☐

	Google Drive / Workspace
	☐
	☐
	☐
	☐

	Canva or graphic design tools
	☐
	☐
	☐
	☐

	Facebook / Instagram
	☐
	☐
	☐
	☐

	Email marketing or texting platforms
	☐
	☐
	☐
	☐

	Website content management
	☐
	☐
	☐
	☐

	Presentation software (e.g., ProPresenter)
	☐
	☐
	☐
	☐



3. Describe your experience using Microsoft Word and or other Microsoft Office applications. What kinds of documents have you created or managed?
	








4. What experience do you have with social media, digital graphics, websites, or organizational communications?
	








5. How would you normally troubleshoot a printer, computer, or presentation-system problem?
	







SECTION 2 | Personal & Spiritual Background 

6.   In a brief paragraph, please share your personal testimony of faith in Jesus Christ: 
	








7.   What church are you currently a member of or regularly attending? Please describe your current involvement in the life and ministry of your church.
	










8.    Is there anything in your personal or professional background that you believe would be important for GBA to know as we consider your application? Please note that all applicants selected for employment will be subject to a background screening prior to hiring.
	








SECTION 3 |  Administrative & Organizational Experience

9.   What administrative or organizational tasks have you performed in previous employment, volunteer positions, or ministry involvement? Which responsibilities do you feel most confident handling independently?
	








10.  What tools or methods do you use to keep track of appointments, assignments, communications, and upcoming events?
	








11.  What type of work environment allows you to be most productive? Do you prefer structured routines, a variety of responsibilities, or a combination of both?
	










12. In a team environment where responsibilities and priorities may change throughout the day, how do you determine what needs your attention and contribute to the team’s overall success?
	







13. What skills, abilities, or personal qualities do you believe would make you particularly effective in this position?
	






SECTION 4  |  General Work & Ministry Questions

14. What interests you about supporting collegiate ministry in an administrative role?
	







15. What administrative or technical skills would you like to improve?
	 







16. How comfortable are you moving among administrative work, hospitality, meal coordination, and event preparation?
	 







17. If assigned a task you do not know how to complete, what would you do?
	 








SECTION 5  |  Working Samples
Complete each sample as though you were serving as the BSM Administrative Assistant. Demonstrate professional communication, clear information, appropriate tone, and attention to detail. All working samples must represent your own original work. Applicants should demonstrate their personal writing, communication, and creative abilities rather than submitting content generated by artificial intelligence.


WORKING SAMPLE 1  |  College Administration Email
Scenario  The BSM operates in a building on college property under a lease agreement. Exterior lighting around the building and nearby walkways is inadequate for evening student gatherings.
Assignment  Draft an email to the Dean of Student Affairs at Grayson College explaining the concern.
 
TYPE YOUR SAMPLE EMAIL BELOW USING THE FONT/STYLE YOU FIND APPROPRIATE 
	
To: [Enter Name]
Subject: [Enter subject]

 









WORKING SAMPLE 2  |  Local Pastor Invitation Email
Scenario  BSM is organizing Campus Prayer Night on Thursday, February 18, 2027, at 7:00 PM in the Health Science Building. Local churches can pray, encourage attendance, and provide volunteers.
Assignment  Draft an email to a local pastor introducing the event, explaining its purpose, and inviting their church to participate. Include clear ways to help and an appropriate next step.

TYPE YOUR SAMPLE EMAIL BELOW USING THE FONT/STYLE YOU FIND APPROPRIATE 
	
To: [Enter Name]
Subject: [Enter subject]
 


 





WORKING SAMPLE 3  |  Residence Hall Social Media Post
Scenario  BSM is launching Residence Hall Bible Study every Tuesday at 7:00 PM in the Grayson College Residence Hall Common Area. All students are welcome; free snacks are provided.
Assignment  Create an engaging social media post with a caption and complete event details. Prepare a mockup in a digital tool; do not publish it. Take a screenshot and insert it below.

INSERT YOUR SCREENSHOT BELOW
	Paste your screenshot or image here.





WORKING SAMPLE 4  |  Easter Outreach Digital Advertisement
Scenario  Create an Easter outreach advertisement using these details: 
Event: Easter on the Square 
Theme:    Determined by You 
Date: Thursday, March 25, 2027; 7:00 PM; 
Location: Health Science Building; 
Participant Information:  Determined by You
Assignment  Use Canva or another design tool to create a visual engaging print ready graphic. Export the design or take a screenshot of your work and insert it below.

INSERT YOUR DIGITAL ADVERTISEMENT BELOW OR ON NEXT PAGE 
	Paste your screenshot or image here or on next page as a FULL page. 



Submission Checklist
☐  All questions in Sections 1–4 answered
☐  Both sample emails drafted in this document
☐  Social media post screenshot inserted
☐  Easter outreach graphic inserted
☐  Completed assessment exported and saved as a PDF
IMPORTANT — FINAL SUBMISSION INSTRUCTIONS
Save or export your completed assessment as a PDF (LastName_FirstName_BSM_Assessment.pdf). Return to the application portal at GraysonBaptist.com and upload your completed PDF as part of your application in addition to your resume. Confirm that all written responses and inserted images are visible in the PDF before submitting.
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