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Great Miami River District 
West Ohio Conference of The United Methodist Church



Position Description – Office Administrator
 
Main Goal: The Office Administrator is responsible for the administrative functions of the Great Miami River District office, located in Cincinnati, Ohio including: (1) performing a wide variety of detailed and specific clerical/administrative tasks essential to the Great Miami River District in the organizational elements and ministry purpose of its operations; and (2) performing clerical/administrative tasks for the District Superintendent for on-going needs and for special projects.  

The Office Administrator reports to the District Superintendent, with dotted-line reporting responsibilities to the Director of District Administrative Services. The individual in this role must be comfortable working within a Christian faith-based non-profit organization and supporting its mission-driving environment.

Key Results Area #1: 		Office Operations
Supporting Goal: To support the work of the district and to serve as a resource for our churches.  

Performance Standards:

Welcoming and Hospitality
· Receive, screen, and direct incoming phone calls.
· Greet and assist/or direct visitors.
· Serve as a resource for information for churches and pastors.

Office Management
· Receive, review, and distribute incoming mail, email, and other correspondence.
· Maintain office files and district documentation, including electronic district, church, and clergy files in E-bridge.
· Ensure the conference database (CiviCRM) is current for district pastors, churches, and lay officers. 
· Maintain adequate inventory of office and hospitality supplies. Ensure copier, remote entry, and elevator equipment are in good working order.
· Guarantee the District Office is a safe and welcoming place by working with Brecon UMC, as applicable, on
lawn care, building maintenance, snow removal, pest control, etc.

Financial Responsibilities
· Gather, process, and send financial apportionment checks, reimbursement vouchers, bills, etc.
· Make check and reimbursements requests when needed for district or conference funding; assist with reimbursement forms if requested. 

Reporting and Internal Communications
· Prepare and distribute clergy appointment and compensation information; attend change of status review meetings and update the CiviCRM database around new appointments and status changes. 
· Work with the District Superintendent to acclimate new pastors through orientation and starting well training.
· Set up annual church conferences throughout the district in conjunction with the District Superintendent.
· Request, collect and review church conference reports (year-end reports, equitable compensation requests, clergy evaluations, trustee reports, fund balance reports, and charge conference documents and special charge conferences)
· Ensure clergy compensation is entered into the database in a timely manner for correct pension billing.
· Prepare and distribute interim changes forms as required.
· Assist with maintaining lay servant records in the database as needed.
· Attend West Ohio Conference staff meetings and District Administrator staff meetings.
· Initiate clergy death notices.

Other District Administrative Support
· Set up/attend monthly district staff meetings, board meetings, and committee meetings as applicable.
· Support district leaders and committee chairs administratively as is practical.
· Recruit lay members at-large from the district to serve at Annual Conference.

Key Results Area #2		Administrative Support to the District Superintendent 
[bookmark: _Hlk139274803]Supporting Goal: To support the District Superintendent administratively so that they may have more time for ministry activities within the district.

Performance Standards:
· Provide the District Superintendent with administrative assistance relating to day-to-day activities and/or special projects as needed.
· Assist with the District Superintendent’s calendar and email, as requested.
· Keep the District Superintendent abreast of situations in the district (conflicts, illnesses, etc.)
· Set up annual pastor one on one review meetings.
· Aid the District Superintendent in preparation for Spring Celebration, Leadership Training Day and other district events.
· Assist new District Superintendents in acclimating them to the work of the district and to the churches in the district. 

 Key Results Area #3		District Communications 
Supporting Goal:  To ensure that both district clergy and laity have information regarding events and activities the district is presenting or supporting.

Performance Standards:
· Send email blasts of prayer concerns, event notices, etc. 
· Create and distribute district newsletters.
· Update the district website and social media sites as needed/applicable to promote district events.
· Prepare a district directory annually or as directed.
· Oversee the preparation of or prepare materials as requested.

Key Results Area #4		Event Planning and Coordination
Supporting Goal:  To ensure that churches and clergy have opportunities for learning, sharing ideas, and fellowship.

Performance Standards:
· Establish, coordinate, and maintain a master calendar of events, activities, and programs of the district including the annual District Conference.   
· Assist with lay servant ministry trainings/events as needed.
· Schedule and coordinate training and events to be held in the district office facilities or at local churches or agencies.
· Oversee and coordinate registration and hospitality at meetings and special events, working in conjunction with caterers and staff for set-up, A/V needs, nametags, etc.  
· Assist with Annual Conference.

Key Results Area #5		Liaison for the District Committee on Ordained Ministry
Supporting Goal: To support the chair(s) of the DCOM to assist candidates through the credentialling for ministry process. 

Performance Standards:
· Coordinate registration and hospitality at meetings.
· If requested, schedule candidacy interviews and send correspondence. 
· Assist with preparation of the Business of Annual Conference (BAC).

Other duties as assigned.

Qualifications:
· High school diploma required; associate degree or equivalent 2–3 years of administrative experience preferred, or at least two years of office management experience (preferably in a church environment, though training will be provided).
· Required to be efficient in Microsoft Applications (Word, Excel, PowerPoint, Publisher, Outlook).
· Experience in database management.
· Excellent verbal and written communication skills.
· Flexible and able to work well under pressure and in interruption-driven environment.
· Ability to work independently and to prioritize tasks.
· Willingness to attend training and seek out ways to constantly sharpen administrative skills.

Travel: 
· Occasionally for Annual Conference, and for district and conference meetings and events, <10%.
Physical Work Conditions:
The position is based on a 32 – 40-hour work week, as determined by the District Superintendent, and a 3:2 hybrid work environment with all employees required to be on-site Monday. The role involves working in a standard office setting with a desk, computer, phone, and other office equipment. It requires extended periods of sitting, constant computer use, and responding to a high volume of emails. Occasional walking and light lifting (up to 20 lbs.) of office supplies or materials may also be necessary.
Employment will be governed by the West Ohio Conference Personnel Policy.
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