
Ministry Administrator 
Piedmont Church

Purpose Statement: To oversee the administration of environments that engage our 
congregation and community to connect with each other and grow the Kingdom of God.

Position Description: The Ministry Administrator will be a leader of leaders and 
organizational genius who creates systems and inspires people to carryout the vision of 
the church.  

Qualifications:
• Meet the requirements of a servant leader (1 Timothy 3:8–13)
• Commitment to making disciples and developing leaders
• Be a team player
• Be extremely organized and have the capacity to create systems for leaders and 

ministry teams
• Be familiar with Apple Suite and/or Microsoft Suite
• Knowledge of Planning Center Suites is a bonus
• Must be a people person. Someone who loves people and enjoys working with 

them 

Responsibilities:
• Oversee the administrative processes and leadership of our Host Teams, 

Community Groups, and Allstar Kids ministry in conjunction with the Executive 
Pastor

• Manage Planning Center People and build a system of on-ramps and 
checkpoints for first-time guests, regular attendees, and members

• Maintain the church directory 
• Coordinate with the other ministries to build a unified systematic approach to best 

minister to our church body and families while aligning with the mission of the 
church

• Oversee communications with the church via email, the bulletin, and stage/video 
announcements

• Be engaged and visible on Sunday mornings so as to encourage community, 
service, and an overall good experience for visitors and members. 

• Attend staff annual planning meetings and a monthly staff vision meeting (dates 
and times are planned around the current staff’s availability and schedule)

About the church 
Piedmont is a creative, modern, Non-denominational church that looks to create 
irresistible environments that draw you and others into a growing relationship with Jesus 
Christ. The staff is called to develop these environments and leaders to connect with 
people and inspire everywhere we go.

Application Requirements:
 Send us your resume with cover letter in one email to connect@piedmontchurch.net

mailto:connect@piedmontchurch.net


The above statements are intended to describe the general nature and level of work 
being performed by individuals assigned to this position. They are not intended to be 
an exhaustive list of all duties, responsibilities and skills required of employees. 
Piedmont Church Leadership reserves the right to revise the position, its job functions, 
minimum qualifications and other aspects of the position in any way at any time. 


