

Christ Church Uniting
Disciples and Presbyterians

Job Description
OFFICE ADMINISTRATOR

Purpose:
To provide administrative, clerical and computer services as required for supporting the Pastor, Council, and Church.

Accountability:
This is a part-time position based upon 15 hours per week.  The position is supervised by the Pastor.  The Personnel Committee is available for consultation.
 
Working Relationships:
The Office Administrator works with the Pastor, Choir Director, Council, and church committees.  

Evaluation and Review:
The Personnel Committee in collaboration with the Pastor is responsible for conducting a performance evaluation and salary review at least annually or as needed.

Qualifications:
· Proficiency in secretarial, clerical, and computer skills (i.e., Microsoft Office software, web applications that use drag and drop for publications)
· Interpersonal and communication skills
· Good organizational skills
· Sense of propriety and confidentiality

Responsibilities:
· Serves as a receptionist and manages the church office on days and hours determined by Office Administrator and Pastor. Currently, 5-days per week, 3 hours per day.
· Provides secretarial, clerical and computer services to the Pastor, elected church officers, and church committees 
· Communicates through church newsletters, e-mail, telephone, etc. informational items from the church to its members and friends, the community, etc., as self-directed and as directed by the Pastor and/or elected church officers and church committees
· Handles incoming and outgoing mail and e-mail
· Provides material and updates for CCU website and social media
· Maintains the electronic church office calendar
· Receives monthly receipts from facility users and issues receipts upon request.
· Orders and purchases office supplies or for other areas as needed
· Maintains official church records for Clerk of Council
· Maintains office equipment in working order and calls for maintenance/repairs when needed
· Schedules booking of church facilities in consultation with Church Council
· Maintains and updates CCU Church Directory as needed
· Keeps a key log and maintains a set of key originals
· Maintains office and computer files and means of retrieval
· Arranges for volunteers and/or temporary help when taking vacation
· Provides other duties as self-directed or directed by the Pastor, elected church officers, and church commissions and committees
· Maintains a Procedures Manual for Office Administrator, updating when necessary
· Assists the Bookkeeper with all clerical needs (scans all approved check requests, enters donations into Tithe.Ly website, scans teller sheet and files electronically, scans all statements and reports as needed for financials and files electronically, provides new contact information, prints checks from file provided, arrange for checks to be signed, process checks after signing, maintains financial monthly/annual filing, creates annual teller sheet with pledges, confers balance quarterly with bookkeeper and checks office folders for outstanding checks, etc.).
· Creates invoices for Seagull School and others when needed
· Compiles Annual report, prints, emails final before annual meeting.
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