First United Methodist Church
	Job Title
	Office Manager

	Position reports to:
Employment status:
	Pastor and Bright Beginnings Christian Preschool Director
Part-Time

	

	Position Overview

	Responsible for the day-to-day operation of church and preschool office. This includes ensuring a smooth running office according to church and preschool policies and procedures.  

	

	Principal Accountabilities

	· Provide church and preschool staff administrative support
· Oversee office management including facility scheduling, calendar maintenance, and supply management
· Serve as phone and facility receptionist, ensuring that church and preschool callers and visitors handled in timely and professional manner
· Prepare church bulletins, including activity insert, each week
· Manage volunteer coordination for liturgists, acolytes, fellowship hosts, flower committee, prayer team and other onetime needs using SignUp Genius system 
· Review weekly service PowerPoint presentation slides, ensuring their accuracy and clear presentation on sanctuary projector.  When required source and include video clips for presentations
· Assemble and edit monthly church newsletter and oversee production and mailing
· Ensure office equipment, phones and computer systems in good working order and manage troubleshooting when needs arise
· Serve as primary liaison between church and preschool staff and Board of Trustees regarding facility maintenance and issues
· Maintain church membership records in conjunction with membership secretary, including preparation of new member and baptism certificates
· Oversee maintenance of church and preschool websites
· Work with church volunteers in support of event planning and coordination
· Developed church and preschool marketing materials such as visitor, wedding, funeral and event invitations as needed
· Maintain organized and secure personnel records for preschool and church staff
· Compile and analyze yearly results from preschool parent survey using Excel
· When required, reconcile office supply and facility maintenance budgets to determine cost overrun causes
· Looks for ways to improve business operations by working with employees to identify areas with improvement opportunities
· Perform other duties as needs arise





	

	Job Skills Required

	· Excellent verbal and written communication skills
· Strong knowledge of Office Suite including Word, Excel, PowerPoint and Publisher
· Working knowledge of SignUp Genius and Revelations or ability to learn
· Ability to troubleshoot technology problems related to computer systems, phones and copiers
· Ability to work independently with frequent interruptions 
· Strong organizational skills
· Willingness to address needs and/or problems that arise and are not part of formal job description Strong team player with staff and/or the congregation
· Embrace Christian discipline and United Methodist beliefs, practices, and theology
· Strong team player with staff and/or the congregation


	

	Educational Requirement

	· High school diploma or college degree in related field

	
	



