
Office Manager
Jackson Baptist Church

Description

This is a full-time, in-office position that works in conjunction with the Pastors and Elder Board of Jackson
Baptist Church, and reports to the Preaching and Teaching Pastor.

Who We Are

Jackson Baptist Church  seeks to win the lost, build up individuals within the church, and equip them to
become disciples able to tell others about the good news of a personal relationship with God, through
Jesus Christ. Our mission statement is “Love God, Love Others, Make Disciples.”

How You’ll Contribute to the Team

The Office Manager provides administrative and operational support for the leadership of Jackson Baptist
Church. This includes providing high level administrative support to the Pastors and Elder Board, serving
as a liaison between volunteer ministry leaders and church leadership, and coordinating effective
day-to-day operations of the office, all while providing a positive experience to JBC’s members and
attenders.

Primary Responsibilities

● Provide high level administrative support to the Pastors, Elder Board, and ministry leaders.
● Review and make recommendations to streamline all administrative processes, and back office

functions.
● Serve as primary administrative and operational liaison with ministry team leaders, members and

attenders.
● Manage the JBC Gathering calendar: process formal event requests and send to Elder Board for

approval as needed, add meetings, and observe any conflicts with grounds and maintenance
calendar.

● Support the Financial Overseer, Treasurer and Financial Secretary through various tasks
including proper sorting of incoming mail containing bills, checks, notices, etc; writing and mailing
donation thank you letters; completing monthly credit card expense report; assigning appropriate
budget items to invoices received via email; and overseeing use of debit cards issued by JBC to
ministry leaders.

● Effectively maintain the membership database (Servant Keeper), in conjunction with the Welcome
Ministry, the Financial Overseer, and the Pastor. Print new directories as needed.



● Communicate with any and all visiting speakers and preachers to provide guidelines for staff
communication and requirements for Sunday services.

● Communicate and manage relationships with vendors related to back office functions including
Servant Keeper, printer company, and others.

● Serve as liaison between the homeschool co-op and JBC leadership (Board of Trustees, Pastors,
and Elder Board).

● Send out daily newsletter communications, as well as one-off and emergency communications.
● Answer phone calls and route appropriately.

This is not an exhaustive list of tasks, and tasks and responsibilities will be
added/changed/removed as needed.

Qualifications and Competencies

● 3+ years experience providing administrative support in a professional environment required.
● Bachelor’s degree in business, nonprofits, or related field preferred.
● Demonstrated proficiency with Google Suite and related products.
● Familiarity with Servant Keeper is preferred, but not required.
● Demonstrated ability to professionally interact and relate to individuals with diverse backgrounds,

including the ability to maintain professionalism.
● Proven ability to communicate effectively with all levels via phone, email, and in-person with a

professional and friendly demeanor; ability to handle confidential information.
● Ability to organize, prioritize and manage multiple priorities while maintaining accuracy and

attention to detail.
● Demonstrated success completing a variety of administrative tasks with minimal supervision;

ability to work independently and as part of a team.
● Ability to prioritize and take action on the needs of both congregants and community members as

the needs present themselves.
● Capable of working well with others. Values diverse perspectives and working with others as a

way to achieve the best output possible.
● Ability to use critical thinking to evaluate problems, gather information, understand causes, and

identify best possible solutions. Invests time in planning, discovery, and reflection to drive better
decisions and more efficient implementations.

● Thrives and grows in a rapidly changing and complex environment. Displays flexibility, activates
networks, and adopts a continuous growth mindset to learn from mistakes and bounce back from
adversity.

● Ability to think beyond the confines of traditional models to recognize opportunities and find new
and better ways of doing things. Encourages experimentation and accepts failure as a driver of
innovation.


