Prairie Hills Covenant Church Sioux Falls

6000 E. 33rd St

Sioux Falls, SD 57110

Office Administrator Job Description
Purpose of this Position:
The purpose of this position is to provide essential clerical and other support to church staff, and to provide positive point of initial contact for people with the church office. It will also provide certain essential support to key volunteers, “pillar” spokespersons, and ministry groups.
Reporting and Working Relationships:

· The office administrator reports directly to the senior pastor (Temporarily, the board president)
· The office administrator also works with a variety of volunteers and other church staff members.
Hours and Pay:

Five 4-hour days per week (Core working hours are 10:00 am – 2:00 pm, Monday through Friday.) (For occasional evening and weekend hours, see below.) Compensation will be $21 per hour. Hours could increase up to 6 hours per day if needed.
FLSA:

Non-Exempt

Essential Duties and Responsibilities:

· Familiar with or able to learn Google, Microsoft, and other software programs needed for preparing for worship and other congregational events.

· Create and publish all necessary reports, church bulletins, newsletters, directories, meeting minutes, mailings, worship team schedules, sound booth schedules, guest speakers, special music, etc. as directed and in a timely manner. Depending on the specific item, this could include gathering information, editing, printing, distributing information. and coordinating with volunteer workers.
· Oversee the church’s web site, computer network, and related items in coordination with the church’s webmaster and others.

· Provide general receptionist duties which include answering phone calls, receiving visitors, distributing incoming mail to designated recipients, forwarding or responding to general office email inquiries, etc.
· Oversee the maintenance of church records including membership, attendance, baptism, confirmation, weddings, funerals, and others reports as directed or necessary.

· Perform general secretarial duties to pastor(s) and other staff as directed.

· Notify staff of births, deaths, weddings hospitalizations, and disabilities within church membership and families of members.

· Manage the office and other church supplies as budgeted. The administrator shall collaborate with staff and others to develop a proposed supply budget each year. This includes hospitality-related supplies for the office and fireside room.
· Coordinate the repair/maintenance of church office equipment.

· Stocking visitor cards at church entrance, tracking visitors, and sending hand-written “thank you(s)” early each week.
· Update and maintain the church calendar and Sunday volunteer schedule and manage room scheduling and related issues.
· Oversee all licensing needed by the worship team, staff, and “pillar” spokespersons.
· Prepare annual congregational reports in conjunction with other staff members. 

· Attend and participate in regular staff meetings and other meetings as requested. (Additional hours granted as necessary for special meetings/events outside regular working hours.) A time sheet containing hours worked and things accomplished needs to be submitted to the financial secretary for payment when needed.
· Support church financial secretary as directed, including coordination of ACH transfers, scanning checks for deposit, maintaining giving records, etc.
· Provide communications and other support to the church council and “pillar” spokespersons as necessary.
· Assist with or coordinate church special events.
· Coordinate and update church social media communications.
· Keep church office clean, organized, and professional looking.
· Perform other duties as assigned by senior pastor and/or board chairperson.

Minimum Qualifications:

· Must be a committed and growing follower of Jesus Christ.

· Must meet New Testament requirements of leadership, and live and work according to accepted professional standards of conduct.

· Must have an ability to keep and maintain confidentiality regarding all aspects of the position, including but not limited to the contents of phone calls, visitors, email, and other correspondence.
· Must have appropriate and sufficient knowledge to operate office machines, including fax, copier, and computer efficiently and effectively.
· Must be able to read and understand cursive writing.
· Must have strong people skills, including the ability to lead and positively influence others, to listen and openly accept criticism, to productively manage interpersonal conflict, and to hold others accountable in a spirit of grace.
· Must dress appropriately and appear professional.
· Must be able to relate and connect with people appropriately via phone, email, and in person.
· Must be in harmony with adopted church goals, mission, and values, and follow church policies, schedules, and other expectations.

· Must pay attention to detail and follow through on assignments and deadlines.

· Professional understanding of strategic and effective print and electronic publication layout, composition, editing, and related issues. 
· Must be able to complete tasks with quality and accuracy.

· We expect that the office administrator may not be a member of Prairie Hills Covenant Church.

Physical Requirements:

It is understood and agreed that the office administrator’s employment duties can include use of computers and other office equipment, driving vehicles, loading and unloading job-related materials, equipment and goods up to fifty pounds, and making visits to businesses, post office, and other churches, and that the employee is expected to perform such duties in the course of his or her employment. In the event the employee is unable to do so without assistance, the church/employer is not responsible for or required to provide, hire, or pay for personal assistants, additional employees, drivers, guide dogs, wheelchairs, or similar equipment to assist the employee in performance of such duties. 

This job description is subject to periodic review and/or revision by action of the church council as the needs and circumstances of the church may require.
--------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
I have read and received a copy of my job description. I understand this overrides anything I have been given or told in the past. I further understand that I am expected to follow my job as outlined above, and that if I have any questions concerning what is expected of me, I will speak with my immediate supervisor identified above.
_____________________________________________________________________________________________________________________________________
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