Covenant United Methodist Church
Position Description: Office Manager 
Calendar Year 2026

CHURCH OFFICE MANAGER

Position Overview: The Church Office Manager reports directly to the Senior Pastor and maintains a working relationship with the Staff Parish Relations Committee (SPRC) as defined by paragraph 259.2 of The Book of Discipline, 2004. This role provides essential administrative and clerical support to the pastor, committee chairs, financial secretary, bookkeeper, membership secretary, and ministry staff including the youth director, coordinator of lay ministries, and music director. As the first point of contact for many visitors and members, the Office Manager serves as an important Christian witness while ensuring smooth daily operations that support the church's mission and ministry.

Key Responsibilities:

Communications & Publications
· Develop, produce, and distribute church communications including Covenant Connection emails, weekly bulletins, monthly newsletters, brochures, stewardship mailings, and special announcements.
· Ensure printed materials reach all members, including shut-ins and those without technology access.
· Serve as central clearinghouse for church announcements and calendar events.
· Disseminate information through appropriate channels including bulletins, newsletters, and website.
· Update church website regularly.

Reception & Guest Services
· Answer phones and greet visitors and members in a professional, welcoming, and Christ-centered manner.
· Provide social services information and referrals to county agencies as needed.
· Create a positive first impression that reflects the church's mission and values.

Administrative Support
· Collaborate with the membership secretary to maintain accurate and current membership records in the church database.
· Support the pastor in tracking and following up with church visitors.
· Manage office supply inventory and ordering.
· Serve as primary point of contact for maintaining database accuracy including giving records, contact information, and member life events.
· Receive, sort, and distribute mail; prepare correspondence as needed.
· Utilize BWUMC conference portal for official communications.
· Maintain organized church files and ensure proper storage and security of church records.


· Oversee and maintain the church master calendar.
· Perform other duties as assigned.


Qualifications:

Required:
· Strong Christian faith and commitment to living out Christian values.
· High school diploma or GED.
· Minimum three years of administrative or office management experience.
· Proficiency in Microsoft Office Suite (Word, Excel, PowerPoint, Publisher, Access).
· Excellent written and verbal communication skills with proper grammar, spelling, and punctuation.
· Strong proofreading and data entry accuracy.
· Ability to maintain strict confidentiality.
· Professional phone and in-person communication skills.

Preferred:
· Some college coursework.
· Experience with church management software.
· Familiarity with Canva and Adobe Acrobat.
· Knowledge of Christian faith practices and church operations.

Essential Skills & Attributes:
· Appreciation for servant leadership and willingness to work collaboratively with diverse groups.
· Critical thinking and sound judgment in decision-making.
· Excellent organizational and multitasking abilities.
· Strong attention to detail.
· Ability to negotiate deadlines and manage competing priorities.
· Professional demeanor with tact and discretion.
· Willingness to learn new technologies and software applications.
· Commitment to demonstrating Christian ideals and values in all interactions.

Working Conditions: Office environment with standard office equipment including computer, phone, copier, scanner, and printer.
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