	Bethany Lutheran Church Position Description
Office Administrator
					
Summary
[bookmark: _Hlk90981779]This 40-hour per week position shall serve Bethany by being responsible for administrative support tasks as directed by the Lead Pastor as well as tasks as directed by the Senior Leadership Team. This position is eligible to participate in Bethany’s health benefits package. The work schedule is flexible based on the needs of the Lead Pastor and the Senior Leadership Team. Preference to a work schedule that allows for availability on Sunday mornings.

1) Scope and Responsibility:

· Manage and maintain the Lead Pastor’s schedule (and possibly other’s schedules as directed by the Lead Pastor) including confirmation of scheduled meetings in a timely manner; 
· Anticipate and ensure the needs of the Senior Leadership Team as they participate in meetings and perform other pastoral duties throughout the day;
· Help coordinate special events at the request of the Lead Pastor including, but not limited to, congregational meetings, installation of newly elected lay leadership, and travel arrangements for special guests;
· Receive telephone calls and visitors, determine the significance of the call/visit and forward, as necessary, to the appropriate pastor and/or staff member;
· Maintain records for funerals and the memorial garden;
· Maintain membership records of the congregation including baptisms, new members, transfers;
· Prepare reports, memos, letters, thank you notes, vacation requests, and other documents on behalf of the Lead Pastor and other staff;
· Maintain files for Executive Council meetings and Foundation for the Audit process
· Manage office supplies and relationship with vendors
· Open, sort, and distribute incoming correspondence;
· Coordinate funerals and baptism events on behalf of the staff, including managing the calendar and service bulletins;
· Provide support to the Worship staff and Ministry Team, particularly around church holidays; 
· Provide administrative support services to the Pastoral Team, as requested, including maintenance of the office calendar(s), preparation for meetings, and greeting visitors;
· Serve as Bethany’s external coordinator with our partners in ministry to identify opportunities for mission work and connect members of the Bethany community with these opportunities;
· Work closely with the Lead Pastor and the Coordinator of Media to enhance external communications to promote greater awareness of Bethany among our ministry partners as well as supporting all of Bethany’s outreach activities;
· Prepare Sunday worship and other service bulletins;
· Ensure that details for weekend worship and Sunday morning experiences are prepared and that volunteers have details that they need;
· Organize volunteers to cover the office during times of absence;
· Must be available during church holiday seasons.




2)  Reporting and Accountability:
	The Office Administrator reports to and is accountable to the Lead Pastor who in turn reports to the Executive Council.

3)  Collaboration and Authority:  
The Office Administrator is expected to have significant contact and collaboration with all the Pastoral and office staff, and in partnership with varied outside groups to ensure that space is reserved and that set-up needs are posted in the calendar.

4)  Qualifications:
· Bachelor’s or Associates degree preferred 
· Previous experience with church operations, and/or other non-profit organizations is preferred 
· Computer skills including Microsoft Office Products (Outlook, Word, Excel and Canva or similar, and Web Site management)
· Excellent verbal and written communication skills
· Excels in a team environment
· Trustworthy; understands and respects issues regarding confidentiality
· Must be willing to complete Safe Gatherings on-line education series which also includes background checks appropriate for this position
· Lutheran affiliation desired and, ideally, familiar with Lutheran theology and worship

5) The employment of the person in this position is in concert with rights and responsibilities, and policies and procedures outlined in the Employee Handbook of Bethany Lutheran Church, Cherry Hills Village, CO.

6) Bethany provides equal employment opportunities. All qualified applicants will receive consideration for employment without regard to race, color, religion, sex, national origin, sexual orientation, gender identity, disability, protected veteran status or any other characteristic protected by state, federal, or local law.
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