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Classification:  Part time, Hourly. Reports to the appointive clergy 

 
At Archbold United Methodist Church, every position is considered a position of ministry, exampling the 
high ideals of the Church Universal and representing the body of Christ to the world. 
 
In addition, the position of Office Manager is responsible for the following: 
 

1. Serve as the primary presence during regular business hours of the church; answering phone, 
greeting and assisting visitors, signing for packages, forwarding messages, distributing 
information as required, locking and unlocking the facilities. 
 

2. Serve as clerical support to staff and key leadership with preparing reports, correspondence 
(both individual and mass mailings) and other documents and records of the church. 
 

3. Prepare worship bulletins, in consultation with the appointive clergy, including designing cover, 
organizing content, production, assembly and distribution within the sanctuary. 
 

4. Prepare weekly newsletter, in consultation with the appointive clergy, including designing 
artwork, organizing content, production, assembly and distribution to the congregation both 
physically and electronically. 
 

5. Coordinate and maintain the church calendar with oversight as to scheduling within the 
parameters set forth by the Trustees. 
 

6. Attend regular staff meetings.  Maintain and distribute minutes from staff meetings. 
 

7. Order and maintain adequate inventory of office supplies.  Serve as responsible party, in 
consultation with the Trustees, over all office equipment.  Work in consultation with the 
Treasurer in regards to setting annual budget needs. 
 

8. Maintain all records of the church, including but not limited to membership, baptismal, 
attendance, Sunday school, small group, etc. 
 

9. Provide oversight and guidance for volunteers as required. 
 

10. Other duties as may be prescribed. 
 

 
Qualifications:  Self-motivated and self-direction to complete both required and perceived tasks and to 
handle emerging needs.  Ability to relate and build relationship with people of all ages and stations.  
Strong sense of confidentiality over conversations and information used within the office. 

Job Description 

Office Manager 


