
 
CROSS ROADS CHURCH 

OFFICE  
ADMINISTRATOR

JOB DESCRIPTION:

MISSION OF CROSS ROADS

Our mission is to “make disciples that make disciples” as we 
Worship, Serve, & Connect together. We do this by creating ministry 
environments where people are encouraged and equipped to 
pursue intimacy with God, community with Christ followers, and 
influence with others.



 

Cross Roads Church is looking for someone with both strong 
administrative and communication skills. The purpose of this 
position is to provide overall responsibility for the business, 
administrative, and operational functions of the church office. This 
position requires strong attention to detail, the ability to stay 
organized, as well as maintaining a welcoming office environment.

POSITION OVERVIEW

JOB DESCRIPTION:

OFFICE ADM
INISTRATOR

Part-Time (28 hours per week)


This position has potential for growth depending upon candidate’s 
abilities and experience

COMMITMENT 

A cover letter and resume


Links to applicant’s social media profiles (Facebook, Twitter, 
Instagram, etc.) 


Please send to Pastor Doug Bender (doug@crbic.org)

APPLICATION REQUIREMENTS



 JOB DESCRIPTION:

OFFICE ADMINISTRATOR

Maintain church calendar, coordinating with staff and ministry leaders to make sure events are 
communicated effectively

Coordinate facility requests with positive and clear communication

Provide oversight for church records, documents, and databases

Take ultimate responsibility for all pieces of church communication, including print, email, social 
media, web, etc. Ensure every piece of content is technically effective, grammatically correct, 
and within the church’s brand framework

Use computer skills to create and finalize design and layout of both print and digital media

Organize content for the weekly bulletin and newsletter

Ensure church website content is accurate and current. Post relevant church events, media 
(photos, video, etc.), and written communication

Assist staff members with administrative needs, especially communication, database 
management, and printing of materials

Work with Lead Pastor on church board agenda and supporting documents

Receive and distribute mail and accept deliveries

Maintain and order office supplies

Upkeep of office equipment

Develop service opportunities that would require a team of office volunteers

Other general office assignments, as needed

The above list is not comprehensive, but it is designed to give you a taste of what this position 
entails.  If you would love to be part of a dynamic, innovative team, this position might be for 
you!

RESPONSIBILITIES



Exceptional written, verbal, and interpersonal communication skills

Superior organization skills and commitment to meeting deadlines

Highly organized, both in planning and execution

Enjoys a collaborative style of leadership and problem solving

Confident utilizing technology and software such as Microsoft Office, Google Suite, and Adobe 
products

Ability to learn website design and management and social media platforms a plus. Experience 
with marketing, branding, and technology tools a plus

Comfortable working in a fun but demanding environment with a variety of personalities

Ability to think through critical issues and develop a plan of action (problem solving)

Ability to assess priorities (time management)

Demonstrated work ethic and excellence in previous work/volunteer environments

Strong relational skills

Administrative/office experience strongly preferred

QUALIFICATIONS & SKILLS 

Self-motivated and committed to an authentic, growing relationship with Jesus

Demonstrated ability as a team player

Builds trust through competency and follow through

Excels in developing systems and structures, while planning ahead 

A clear drive to know the church family and welcome newcomers

Passion to develop fully committed disciples of Christ and reach our community

Loves to give (delegate) ministry away; making volunteers the primary catalyst for a thriving 
ministry

Spiritually mature and able to contribute to ministry conversations and decision-making

Able to handle conflict in a Biblical way, with a healthy relational history

A commitment to continuing education in your area of ministry 

Wholeheartedly agrees with Cross Roads mission, vision, values, and discipleship process

Theological agreement & shared convictions with the Brethren in Christ denomination https://
bicus.org/ 

LEADER PROFILE


