Church Office Manager Position
Job Title		Church Office Manager, Union UCC Congregational Church
Location		1118 4th St NW, Elk River, MN 55330
Responsible To	Personnel Committee Liaison and Pastor Nora
Position Type		Part-Time Tuesday-Thursday (18 hours)
Salary			Starting Hourly Rate $18-$20 Depending on Experience

Position Summary
Responsible for church office functions including responding to phone calls, answering front door Ring, preparing documentation, posting information and news to congregation and supporting Pastor and Ministry Teams.

Key Responsibilities
· Work all hours at church in open reception/office area 
· Receive and manage telephone calls, walk-in visitors, and building maintenance appointments 
· Create and print Sunday service bulletins as directed and approved by PastorCreate online communication including weekly Prayer Post, Thursday ENews, and other announcements to congregation via Flocknote as directed and approved by Pastor
· Manage the virtual presence of the church to the public including Facebook, YouTube, Instagram, website and podcasts
· Coordinate church event calendar including partnerships with outside community groups and organizations
· Compile reports, including the annual report, stewardship materials, etc.
· Institutional Development
Other Responsibilities

· Maintain office organization, supplies, and equipment
· Provide administrative support to Pastor and Ministry Teams as requested (e.g.  photocopying, scanning, typing and emailing)
· Format documents for special services (e.g. memorial services, baptism, new members, confirmation, and weddings) 

Required Qualifications

· Highschool diploma or equivalent
· Office Administrator experience
· Experience using copiers, printers, and other electronic office machines
· Experience using Microsoft Office, Google Workspace and web browsers
· Self-starting and self-motivating with ability to lead and take direction, work as part of a team, and support Pastor as requested
· Strong communication skills 
· Positive phone presence
· Ability to work alone on-site at church
· Welcoming demeanor 
· Willingness to help others
· Ability to use various applications to create and deliver church communications (e.g. Flocknote, OBS software, website maintenance, podcasts)
· Comfortable learning new computer programs/applications
· Commitment to maintain confidentiality of personal information and files

Preferred Qualifications:

· BA Degree or higher
· Office Manager experience
· Experience with Flocknote (like Constant Contact) and Open Broadcaster Software (OBS)
· Human Resources experience handling employee files, confidential documents, and sensitive information


To be considered for this position please send a resume and cover letter to personnelchair@elkriverucc.org with subject line Office Manager.











