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Office Administrator
Position:     
Part-time Position  
Expected Hours: 17 hours a week, $18-$20 an hour  
In church office Monday, Wednesday, Thursday, 9 am – 2:30 pm 

Accountable to:  Senior Pastor  
Job Summary: 
The Office Administrator provides administrative and office management support for the pastor, staff and church congregation. The administrator oversees and manages the daily operations of the church office.

Administrative Responsibilities:  
· Publish and print Sunday bulletins and announcements. 
· Organize and publish weekly email blast in collaboration with the communications coordinator 
· Attend to general office emails, calls, mail and incoming visitors.
· Maintain and organize Church attendance, membership, and Breeze database. 
· Schedule and maintain Church calendar and online door access platform for church and public groups.
· Coordinate setup needs with custodial staff and pastor for special events, funerals and weddings.   
· Work collaboratively to provide administrative support to the pastor and staff.  
· Coordinate the annual charge conference and end-of-year reports.
· Order and inventory church worship and office supplies.  
· Attend weekly staff meetings. 
· Perform other duties as may be requested or required by the Pastor. 

Qualifications and Skills: 
· Must have previous office management experience, preferably in a church environment.
· Proficient in MS Office, Canva, and experience in database management.
· Flexible and adaptable to a changing ministry environment
· Must be compassionate and attentive to the needs of staff, church members, and visitors.
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