Primary Office Manager

Greenville Free Methodist Church
Greenville, IL
Position Overview
The Primary Office Manager supports the daily administrative and communication needs of Greenville Free Methodist Church (GFMC), ensuring smooth operations and excellent hospitality. This role is often the first point of contact for members, visitors, and ministry leaders, and plays a key part in maintaining an organized and welcoming church office. The Office Manager works closely with the pastoral staff, ministry coordinators, volunteers, and the congregation as a whole.

Key Responsibilities
Office & Administrative Support
· Serve as the primary point of contact for phone calls, emails, walk-in visitors, and general inquiries.
· Manage daily office operations, including filing, copying, mail distribution, and supply inventory.
· Assist the pastoral team and ministry leaders with administrative tasks, scheduling, and document preparation.
· Maintain and update church calendars, room reservations, and event logistics.
Communications
· Prepare weekly bulletins, announcements, newsletters, and church-wide emails.
· Update and maintain website content and social media posts.
· Coordinate communication between ministries, volunteers, and staff.
· Create and distribute promotional materials for events and programs.
Records & Data Management
· Maintain accurate membership and attendance records.
· Update church databases and contact lists.
· Assist with tracking financial contributions and producing giving statements (in coordination with the GFMC finance team)
· Ensure the confidentiality of all member and church information.
· Generate annual reports to conference and denominational leadership. 
Event & Ministry Support
· Assist with planning, promoting, and executing church events.
· Coordinate volunteer sign-ups and scheduling.
· Assist ministry staff with preparation of materials for meetings, small groups, and other ministry events.
· Provide administrative support for weddings, funerals, baptisms, and other special services.
Facility Use & Vendor Coordination
· Manage facility use requests and event setup needs.
· Communicate with custodial staff, vendors, and GFMC Facility Manager/Building and Grounds Team as needed.
· Help ensure the building is prepared for weekly services and special events.

Qualifications
Education & Experience
· High school diploma required; associate or bachelor’s degree preferred.
· Previous administrative or office assistant experience strongly preferred.
· Experience in a church or nonprofit environment is a plus.
Skills & Competencies
· Excellent communication and interpersonal skills.
· Strong organizational and time-management abilities.
· Proficient in office software, and capable of learning church database systems (REALM, eSpace) and digital communication tools (Canva, Constant Contact, etc.).
· Ability to handle multiple tasks with attention to detail.
· Ability to maintain confidentiality and exercise discretion.
Personal & Spiritual Attributes
· Active Christian faith and support of GFMC’s mission and values.
· Friendly, patient, and service-oriented demeanor.
· Warm, welcoming presence with a heart for hospitality and service.
· Dependable, collaborative, and adaptable.

Working Conditions
· May require occasional evening or weekend hours to support events or special services.
· Reports to the Senior Pastor, or designated supervisor.

This is a full-time (35-40 hours per week) position.

