Job Title: Church Business Administrator
[bookmark: _GoBack]Updated: 8/4/25
Congregation: Roseville Lutheran Church, a Reconciling in Christ (RIC) Congregation
Location: Roseville, Minnesota 
Denomination: Evangelical Lutheran Church of America (ELCA) Congregation
Position Type: Full-time, Exempt
Reports to: Senior Pastor
CHURCH OVERVIEW: The mission of Roseville Lutheran Church (RLC) is to “Love God. Love your neighbor.” In pursuing our vision of building “a community united by grace,” our congregation focuses on three core values:
· LOVE: Every person is a child of God ….
· HUMILITY: We do not possess the wisdom to judge others with impunity …
· FAITHFULNESS: The Lord has a purpose for us here, in Roseville….
POSITION OVERVIEW: To manage all business and administrative ministry functions of Roseville Lutheran Church under the direction of the Senior Pastor. These areas include, but are not limited to finance, facilities, personal, and management of administrative and facility staff. This person serves as an ex-officio member of the Executive Committee and Church Council. This person works in partnership with the Personnel/Mutual Ministry, Finance, and Property Committees.

RESPONSIBILITIES: 
FINANCE (40%)
· Cash Management: Supervises all disbursements authorized in the budget in accordance with generally accepted accounting principles and practices. Coordinates banking activities, bank reconciliation and review on all accounts monthly.
· Reporting: Provides monthly financial reports for Finance Committee, Executive Committee and Council.  Informs staff and committees of receipts and disbursements in their budgets. Provides annual financial report, analysis, projections, and church business planning. Ensures all reports are filled in a timely and accurate manner with state and federal agencies Oversees church giving records, working with the Stewardship Committee on recording, tracking, and reporting of pledges
· Budgeting: Prepares annual budget in partnership with the Executive and Finance Committees with input from staff, council and committee liaisons. Assists all committees with their financial management
· Control: Establishes and directs procedures for expenditure controls and coordinates audits.  Reviews insurance coverage and ensures congregation has appropriate property/casualty/liability/professional liability, and workers compensation insurance coverage
· Attend Finance Meetings as an ex-officio member


PERSONNEL (20%)
· Directly supervises: Facilities Manager, Building and Grounds Maintenance Technician, Custodians, Financial Assistant, Administrative Assistant, and Hospitality Coordinator
· Provides on-going performance feedback to office and facility staff; including formal performance appraisals, job description updates and salary reviews, and making compensation and benefit recommendations to the Personnel Committee.
· Maintains and ensures compliance with Employee Handbook and recommends updates in partnership with the Personnel Committee.
· Provide training and support for church staff on church software and program.
· Administer church payroll and maintains documentation.
· Attend Personnel Meetings as an ex-officio member

OFFICE MANAGEMENT (10%)
Office Operations:
· Managing daily office activities, ensuring a comfortable and efficient work environment. This includes tasks like maintaining office equipment, coordinating repairs, and managing supplies, distribution and documentation of keys 
· Develops and implements office procedures and standards
Administrative Tasks:   
· Supervise Administrative Assistant to maintain master calendar, assist with volunteer management as needed, confirm membership database and all member records are maintained properly.
· Maintains legal documents (i.e., deeds, contracts, warranties).

FACILITIES AND EQUIPMENT (30%)
In partnership with Facility Manager and Property Committee, supervise custodial staff and volunteers to ensure that the building, grounds, and equipment are properly maintained.
· Oversees and approves expenditures for all building repairs and grounds up-keep with facility staff and Property Committee.
· Oversees major projects related to buildings, equipment, and operations as planned by Property Committee and implemented by facility staff and volunteers.
· Ensures accurate event set up and take down information for the facility staff - mindful of staff time limitations.
· Oversees church security system and ensures safety policies and procedures are observed - background checks, etc.
BASIC QUALIFICATIONS:
1. Demonstrated commitment to Christ and the mission and ministry of the Church
2. Accounting Degree or accounting experience preferred
3. Church administration or other administration and management work experience
4. Financial skills and experience with bookkeeping, payroll, and budget preparation and oversight
5. Organizational skills
6. Communication (verbal and written) and interpersonal (problem solving and conflict resolution) skills
7. Proficiency in financial software (i.e. Shelby, Quickbooks, Microsoft programs including excellent Excel experience, and Google Drive/Docs.
8. Knowledge of relevant personnel and tax laws
9. Knowledge of property and equipment management
10. Self-starter, able to work independently
11. Personnel and supervisory skills and experience
12. Ability to delegate effectively

