
[image: A picture containing logo

Description automatically generated]

2000 Eaton Road
Hamilton, Ohio 45013
(513) 844-2464

Church Office Administrator Position

The Church Office Administrator Position is a part-time position that is responsible for managing the day-to-day operations of the church office.

QUALIFICATIONS

· Clear testimony of a life that has trusted in and is walking with Jesus Christ
· Self-motivator who is capable of working alone and also alongside others
· Punctual to arrive at work and also to complete tasks

ABILITIES

· Strong organizational skills: Ability to prioritize tasks and manage multiple projects 
· Excellent communication skills: Clear and concise verbal and written communication
· Attention to detail: Ability to maintain accuracy in tasks and records 
· Proficiency in office software and accounting: (Word, Excel, Outlook, G Suite, and Quickbooks) 
· Interpersonal skills: Ability to interact effectively with staff and visitors
· Time management skills: Efficiently manage workload and meet deadlines

RESPONSIBILITIES

· Calendar management: Maintain a weekly, monthly, and yearly calendar
· Reception duties: Greet visitors, answer phone calls, direct inquiries to staff
· Document management: File, organize, and maintain electronic and physical documents
· Office supplies: Manage inventory and place orders for office supplies
· Communication: Handle incoming and outgoing correspondence, emails, and letters
· Compliance: Ensure adherence to church policies and procedures
· Administrative support: Prepare materials for church services, meetings, and events

COMPENSATION

· This is a part-time position paid a weekly salary based on ten to twelve hours per week
· The position and pay are based on quality completion of the assigned responsibilities  
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