Job Description - Church Administrator


1. Financial Duties:
Manage books and records of church, including paying bills, reconciling bank statements, and tracking income and expenditures to annual budget.


2. Secretarial Duties:

Compile, publish and distribute weekly e-newsletter  Compile, publish, copy and prepare weekly bulletin for Sunday church services.  
Make sure church calendar is up to date.

Assist with website.

Assist pastor(s), choir director(s), and church committees as needed to ensure activities are well communicated, information is distributed to church members, and events run smoothly
3. Building Management

Work with Church Sexton to manage use and maintenance of building.  Orders supplies and arranges for contractors when needed to do repairs and other work around the church.  Coordinate with Sexton cleaning, setup, and breakdown after events.  Ensure building is locked, lights off, and heat down when leave.

Interface with groups using building to collect rent and respond to concerns/problems.

Schedule events for the church and for outside groups that use church space.

The Church Administrator position requires a responsible, flexible, self-starter who can work independently but is willing to pitch in and help with a variety of activities.  The Church Administrator is expected to act as a trouble shooter who will identify things that need to be done and work with the Pastor, other church employees, or appropriate committees to get them done.   This position reports to the Senior Pastor and requires working on-site at the church.  While there may be people in the building, the Church Administrator should be willing to be alone in the church during the day.  Position is expected to answer phones, work on a computer, use a fax machine, copier, duplicator, and folding machine.  Occasional lifting of 10-20 lbs may be required.  Experience with Word, Excel, required.  Desktop publishing and web experience a plus.
 

