Church Office Administrator
Job Description

Position Summary
The Church Office Administrator supports the mission of the church by managing office operations, coordinating facilities use, and ensuring smooth communication across church teams. This position works under the direction of the Staff-Parish Relations Committee (SPRC) and pastor.
Primary Duties and Responsibilities
Manage church bookkeeping and payroll under the direction of the SPRC and pastor.
Coordinate facility maintenance with custodial staff.
Coordinate with the trustees to contract with service, repair, and maintenance companies when needed.
Work with the trustees on matters related to facility management.
Organize and maintain the church calendar.
Coordinate and schedule all church events.
Manage church records and administrative correspondence.
Manage correspondence and payments for vendors.
Produce, print, fold, and prepare the church bulletins each week.
Order office and kitchen supplies as needed.
Coordinate with the custodian to arrange the setup of tables and chairs for church events.
Complete required United Methodist Church (UMC) forms, including Charge Conference forms and yearly statistics.
Support the Finance Committee by providing information needed for annual budget planning.
Working Relationships
The Church Office Administrator works collaboratively with the pastor, SPRC, trustees, finance committee, custodial staff, and other church leaders to support effective administration and the day-to-day operations of the church.



Qualifications
· High School diploma required; Associate’s degree or bachelor’s degree preferred
· Previous administrative or office management experience preferred
· Proficiency with Microsoft Office
· Experience with church management software is a plus
· Strong organizational, communication and time-management skills 
· Ability to maintain strict confidentiality
· Strong attention to detail and ability to work independently
· Friendly professional demeanor with excellent customer service skills
Work Schedule
· Part-time, approximately 25 hours per week
· Monday – Thursday ( 9:00am – 3:00pm )
· Some evening/weekend hours may be required for special events or meetings
       Salary Range
· [bookmark: _GoBack]$ 30,000 - $ 35,000 based upon experience
