N
DETAILED MINISTRY DESCRIPTION

Office Manager
Title
Office Manager

Purpose

The church office manager organizes the activities and functions of the church office,
coordinates the flow of information to the senior pastor and/or pastoral staff, and provides
clerical support services for the senior pastor and/or pastoral staff whdacd

Responsible to
Senior Pastor and/or Executive Pastor

Description of duties
»= Organize and manage the dayday activities of the church office and ensure the efficiency
of the officeOs operations.

* Find, Train, and Mnage a Team of Volunteers to

o Maintain(or delegate maintemee of)general church calendar on Google Calendar.

o Maintain upto-date policy book in hard copy and on Google Docs.

o Schedule and arrange appointments, meetings, conferences, and travel
accommodations.
Inventory, order, ancestock office supplies.
Prepare and send out notices for meetings, and prepare agenda items and materials.
Ensure a pleasing office atmosphere for visitors, church members, and staff members.
Greet office visitors and answer church telephone with dipesittitude and a smile.
Take messages, direct callers to voice mail, or refer callers to appropriate pastor or
staff membe(or lay leader)in various areas of ministry.
Provide clerical and secretarial support for pastor or pastoral staff.
Use word proessing or page layout software to create printed materials, such as
reports, correspondence, bulletins, church newsletters, and other forms with accuracy
and attention to detail.

o Maintain a current list of people who have received background checkskawtior

the children or finances of the church.
» Train, assign, and provide work direction for other clerical staff and volunteers.
= Answer questions and provide information concerning church functions and activities.
» Establish and maintain files and recofoispastoral staff.
= Compile and interpret information from various sources and prepare reports when requested.
» Perform research and special projects as assigned.
» Operate a personal computer and related equipfsecth as printer and scanner).
= Utilize software for word processing, database management, spreadphgets,
managemerdand presentations.
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* Project Manager for various projects going on around the Church Office.

= OQOversee office layout and arrangement and purchases of office furniture and equipment.

= Operate other office equipment, including photocopier, fax mactalt#ng machineand
calculator.

» Hold office staff meetings each week or as needed.

= OQOversee volunteer Admin Staff by delegating duties, ensuring they get their tasks completed.

= Attend wedly staff meeting with the pastoral staff.

Time/Salary requirements
This will require approximately 180 hours per week. Hourly pay scale/benefits TBD.
Someone wishing to do this as a volunteer ministry is also welcome to apply.

Term (for volunteerOffice Manager$
Thevolunteeroffice manager will serve for at least two years, with the option of serving for an
indefinite series of ongear terms thereafter.

Training and resources

= Attend appropriate workshops and seminars as needed for computer softiwang, tra
telephone system traing, office equipment training, or systems management.

= Encouraged, but not required titesd relevant classes at a nearby community college or
business school.

Qualifications, skills, and gifts

» Basic understanding of office organization and operations.

» Goodawareness of office equipment and methods.

» Basic knowledge of church governmental structure.

= Know principles of preparing correspondence, forms, reports, etc.

» Good communication and organizational skills.

» Knowledge of principles and procedures of reekedping.

» Good English, grammar, spelling, punctuation, and vocabulary skills.

= Able to perform services independently and without direct supervision.

= Ability to communicate clearly and concisely, both orally and in writing

= Skills to create and maintain redeteeping and filing systems.

= Good OpeopleO skills for relating to senior pastor, pastoral stafrkers and other
volunteers, extended church staff, church members, and the general public.

=  Good OpeopleO skills for relating to senior pastor, pastffate-workers and other
volunteers, extended church staff, church members, and the general public.

= Spiritual gifts of helps and/or administration

= Should be a regular attendee of the Adventist Community ChurchOs worship services and
involved in regular wlunteer ministry

» Has the ability to develop and implement systems for organizational effectiness
particularly looking at Communication, Assimilation, and Dislianagement Systems

* Project Management

Benefits to the Worker

The office manager has tbhgportunity to be deeply involved in the ministry of the church and
its outreach to the community; opportunity to get to know the members of the congregation
better; help give a positive first impression of the church; assist the senior pastor andvalr pasto
staff in performing their ministries efficiently and effectively.



Senior
Pastor
Office
Manager

Volunteer
Adm Staff

Associate Associate
Pastor Pastor

Ministry Ministry
Teams Teams




