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As followers of Christ, we Seek other in our community, Serve their needs
Grow in the love of Christ, and Connect with each other


Job Description for Office Adminsitrator

Benefit Status:  Part Time (18 hr/wk)		FLSA Status: Exempt		Salary: $18-20/hr

Ministry Area:							Direct Supervisor:
Administration 						Lead Pastor  

Job Responsibilities

· Staff hub who answers to questions, knows the schedules, and has the information on how to get ahold of pastors, staff and volunteers as needed.
· Interface with and guide the Front Desk Attendants to be the first layer of hospitality for the church.
· Maintain accurate membership records in Simple Church of those joining the church, births, baptisms, confirmands, marriages, divorces, deaths, and those who leave the church. Assist with membership forms, transfer requests, letters of transfer, and certificates. Keep records according to church policies. 
· Serve as the main point of contact for Conference and District functions. Distribute and retrieve reports from all church committees, pastors, lay speakers and Lay leaders; enter them into EVC for Annual Charge Conference and Conference Annual Reporting. Compile information into the final report as designed by the Virginia Conference. Submit report to the district office.
· Coordinate all aspects of the columbarium, including ordering plaques.
· Work with Maintenance Supervisor and Trustees to hand out key fobs and keys, coordinate work with contractors, and administrative aspects of building maintenance.
· Facilitate background checks for volunteers and staff.
· Oversee the building use scheduling and church master calendar, including weddings, funerals, and special events. Coordinate with Facilities and Security Manager and Communications Coordinator about event publicity, scheduling and set-up.
· Receive and keep all files as required by law and in accordance to the FUMC Employee Handbook, including staff files which are kept locked in files. Help as needed with the employee onboarding process. 
· Oversee all office equipment and subscriptions including but not limited to Microsoft licenses, SimpleChurch, Basecamp, Amazon, credit card holders, copier, postage machine, and shredding. 
· Receive, distribute and send mail.
· Responsible for all incoming funds to the church. Provide access for volunteers to count offering at the beginning of each week, complete paperwork associated with counting, take cash to the bank and deposit checks. Accurately record giving received onto giving profiles and prepare batches to be recorded in finance software. Monthly activate and record direct deposits. Transfer and record funds in PayPal and from misc. ACHs. Maintain accurate files by audit and IRS standards. 
· Maintain professional accounting records, including paper and electronic files, that are in compliance with the Book of Discipline of The United Methodist Church and other applicable laws and regulations. 
· Prepare and send quarterly and annual statements of giving and send them via email or mail.
· Send quarterly data to American Church for bulk mailing of giving envelopes. Produce seasonal and as needed envelopes for giving including Christmas, Easter and UWF Candleburning.
· Assist in preparing letters, pledge cards and other materials for the annual stewardship campaign. Collect pledge cards and enter the information in the database.
· Authority over office supplies budget. Assist purchases for ministry needs including Food Pantry, Altar Guild and other occasional events or groups.
· Facilitate needs for weekly altar flowers, including monthly remitting purchases to flower shop and bulletin information. 
· Attend Tuesday Staff meetings (First Tuesday at 6:30PM, other Tuesdays 10:00 AM)
· Other duties as needed by the supervisor.


Required Qualifications:
Education:
· College education or work experience in office administration or parallel work

Physical:
· Light lifting for supply management

Skills:
· Good communication skills.
· Committed to ongoing personal and professional growth.
· Strong relational skills and an enthusiastic presence for leading.
· Team player

Desired Qualifications
· Experience working in a church setting
· Willingness to be flexible
· Inviting and strong personality

Duties and responsibilities are designed to be the essential functions of the job. They do not preclude the performance or related or even unrelated jobs, which may be necessary to properly and efficiently complete all work assignments. Fredericksburg UMC reserves the right to amend job specifications to meet current needs.

__________________________ 				________________________
Employee Signature/Date					Direct Supervisor Signature/Date
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