
 A COVENANT FOR EFFECTIVE MINISTRY 

BETWEEN 

HIGH LAKES CHRISTIAN CHURCH  

FOR THE POSITION OF CHURCH OFFICE ADMINISTRATOR 

The primary function of this position is to oversee all activities of the main church office. The 
church office administrator has been entrusted with a special ministry. He/she is normally the 
first person someone entering the building will encounter, and is in a position to set the at-
mosphere of the church when members or guests enter the building. As such, the office adminis-
trator represents the church. Visitors will form an opinion of the values of HLCC by the way they 
are treated when they first enter the building.  

The office administrator would be a follower of Jesus with general and office skills who feels a 
sense of calling to Christian service, and who is willing to consider his/her role as that of a min-
ister of the church, not merely office help. 

The office administrator will be in a position in which confidential information will be routinely 
shared in the execution of his/her responsibilities. He/she may be privy to financial records, 
counseling situations, and other private matters. It is absolutely essential that all matters of a per-
sonal nature of which he/she becomes aware must remain as highly guarded treasure which he/
she must keep to him/herself only. Divulging private matter of any persons—church member or 
not—is considered grounds for immediate dismissal or disciplinary actions. 

1. Secretarial Duties 
a. Create an environment that is inviting to office visitors including maintaining and 

organizing the reception area.  
b. General clerical duties such as photocopying, faxing, mailing, and ordering and 

maintaining office supplies. 
c. Pick up, distribute, and respond to all mail and correspondence.  
d. Manage the front desk reception including answering phones, making appoint-

ments, and greeting guests. 
e. Coordinate the church calendar, the building use schedule , and keep administra-

tive form related to all events.  
f. Prepare, edit, and produce church publications and ministry communications as 

needed such as worship bulletins, church mailers, mass emails, the church contact 
directory (quarterly), etc. 

g. Prepare, edit, and produce printouts of the weekend worship statistics, attendance, 
response card results, prayer requests, and missing sheep report. 
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h. Maintaining the church database system with up to date and accurate member and 
prospect’s contact information.  

i. Keep ministerial staff informed of crisis or ministry opportunities within the 
church.  

j. Assist with correspondence/coordination of scheduled appointments or calls for 
the pastoral staff. 

k. Maintain a current list of key holders and collect keys when people leave or no 
longer need them. 

l. Sit in on sensitive pastoral care appointment where a member of the opposite sex 
is being counseled 1-1. 

m. Run background checks and keep records on those serving in any ministry involv-
ing children. 

n. Co-ordinate serving and hospitality teams for Sunday worship services. 
o. Assist with set-up/tear-down before/after Sunday worship services. 

2. Terms of Employment 

Accountability  
a. The office administrator will be answerable for he above responsibilities to the 

elders of High lakes Christian Church and the senior pastor. The senior pastor will 
conduct an annual performance evaluation based on the duties in this job descrip-
tion and mutually agreed upon goals. 

Hours of Work:   
a. Office hours will be 25 hours a week. Mon 8am-3pm, Tues-Thurs 8 am-1 pm, 

Sunday 8:30-11:30 

Wages: 
a. $14.50 per hour wage is paid on submission of a monthly time card to the treasur-

er. Pay period ends on the 22nd of the month to allow processing by the 1st. Re-
quired withholding will be deducted. 

Vacation: 
a. 10 days or 2 Weeks will be given, not to exceed 5 Sunday’s.  Vacation time does 

not roll over to subsequent years. 
b. When a paid holiday falls within office administrator’s vacation period, an addi-

tional day off with pay shall be added to his/her vacation.  
c. Vacations may be taken any time during the year which is mutually agreeable to 

the senior pastor.  
d. Vacation may be broken up into several shorter vacations through the year.  
e. The office administrator must arrange for someone to cover the phones and re-

sponsibilities for vacations or sick days. Back up must also be approved by the 
elders or the senior pastor.   
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Paid Holidays:   
a. New Years Day, Martin Luther King Jr. Day, Memorial Day, Fourth of July, Labor 

Day, Veteran’s Day, Thanksgiving Day, Christmas Day. 
b. The week between Christmas Day and New Year’s Day the offices will be closed 

and all pastoral staff will work from home to cover any necessary work-related 
responsibilities. 

Sick Time:   
a. Paid at the regular wage and shall accrue at the rate of 1 hour of leave for every 

30 hours worked beginning the first of the year. Sick time does not roll over from 
year to year, however it may be borrowed ahead of time in the event an illness 
occurs early in the year before sufficient sick time hours have accrued.  

Bereavement:   
a. Up to 3 days off with pay will be given for the purpose of attending a funeral or 

assisting in arrangements for the death of a family member.  Family shall be de-
fined as a mother, father, brother, sister, mother-in-law, father-in-law, grandpar-
ents or grandchildren of the Associate Pastor. More paid bereavement time will be 
given as needed and agreed upon by the elders and Sr. Pastor for the death of a 
spouse or child. 

3. Termination:   
a. The office administrator can be terminated immediately for a breach in confiden-

tiality or mishandling of funds.  If for any other reason the leadership of HLCC 
feels it necessary to sever this relationship, the office administrator will be given 
30 days’ notice.  The office administrator may resign at any time with 30 days’ 
advance notice.  Otherwise, this covenant will be in effect as a one-year renew-
able covenant between the office administrator and the senior pastor and elders of 
HLCC. This document will serve as that covenant. 
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