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Position Title:  			Church Office Administrator
Purpose of the job: 	To provide a welcoming atmosphere in the office on the phone and in person and to provide administrative support for the church.
Position Specifications:    	This is a part-time hourly position working 20 hours per week.  Must be available Monday through Friday 8 a.m. to 12 noon.  Hours and workload may vary based on workload.

Characteristics and Qualifications:
· Must possess strong communication, hospitality and organizational skills.
· Ability and desire to contribute to the mission of Ascension Lutheran Church
· Understanding of basic marketing and journalism skills.
· Passion for creativity, exploring fresh ways to organize administrative functions, be adaptable and flexible.
· Versatility in various methods of communication within a nonprofit and recognition of the need for coordination and consistency.
· Ability to organize, direct, support and inspire volunteers.
· Passion to make a difference in the faith and life of members.
· Ability to work collaboratively with staff and church members and committees.
· Enthusiastic, self-starter with good verbal and written communication skills.

Knowledge and Skills:	Strong interpersonal communication skills in order to courteously and productively deal with a wide variety of people, maintaining confidentiality as necessary.
Strong written communication skills.
Demonstrated computer software proficiency including but not limited to word processing, spreadsheets, databases, internet/web applications, video production.  Specifically, the ability to create, edit, and format documents such as the church’s monthly newsletter and weekly church bulletins as well as those needed for  occasional services and church communications.
Demonstrated ability to work alone and organize a variety of work tasks and be self-motivated to complete assigned work with minimal supervision. Ability to perform under tight deadlines and manage time effectively.
Demonstrated ability to problem solve and discern when a problem needs the Pastor’s or church council representative’s attention. 
Ability to market Ascension and its mission to the public in a consistent and effective campaign.  

Other Essential Duties and Responsibilities of the Job:   
· Administer, coordinate and supervise special events (such as Rally Day, Trunk or Treat, and ongoing events such as potlucks, altar guild and ushers, confirmation, weddings, funerals, etc. at Ascension Lutheran Church according to the mission of the congregation in collaboration with the Pastor and respective committees.  Maintain events calendar for the church, collecting details such as time, place, volunteers involved, etc.
· Serve as point of contact/supervisor for volunteers for these various events as well as offering training for and coordinating of the events.
· Coordinate with committee chairs and committee members such as Church Life, Evangelism, Stewardship on events they are responsible for.
· Plan and execute a comprehensive congregational communication plan.
· Provide oversight of Church 360 membership software and Constant Contact marketing/communication software to ensure accurate content data, timely data updates, and appropriate use of products for effective communication.
· Order needed supplies for events within budget.
· Participate in staff and council meetings as needed.

Assists other staff, council members and volunteers with assigned tasks as approved by the Pastor or Council President.

Attends weekly staff meetings.

Education:	
Experience:	3-5 years’ experience in administrative work, event coordination, communication, journalism or marketing.
Jobs Supervised:  		Volunteers helping with the events.

Committees involved: 	Worship, Evangelism, Church Life and Women’s group/other committees as needed. 

Accountability: 	The position is responsible to and reports directly to the Pastor

Performance Reviews:	This position will be evaluated at the end of the first 90 days of employment and then annually in coordination with the Pastor.
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Performance Reviews: 	This position will be evaluated at the end of the first 90 days and then annually in accordance with the church’s HR policy and in coordination with the Pastor as supervisor.




