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Position:

Office Manager
Reports To:

Reports to pastor with Congregation Council as final authority
FLSA Class:

Hourly
Date Updated:
June 7, 2021
Position Summary:
The Office Manager performs day-to-day administrative activities relating to the effective operation of Evangelical Lutheran Church and serves as a first-line contact for congregation members and the general public. He/she provides administrative support to the pastor, church staff and volunteers, as required.

Experience and Qualifications:

1. An understanding of the mission of the church to embody the unbounded love of God for all people and creation

2. Minimum of two years office management, administrative support or secretarial experience is preferred. Newsletter editing, publication and bulletin production experience is preferred

3. Excellent interpersonal skills are required, including a professional telephone manner

4. Excellent oral and written communication skills

5. Proficiency in word processing; bookkeeping, data base, web maintenance and spreadsheet programs is preferred

6. Strong organizational skills with the ability to multi-task, work with interruptions, and effectively prioritize the workload

7. Ability to maintain confidences, shared or observed, while in the performance of staff duties

Responsibilities:

Office management
1. Coordinate work of the office, including volunteers and other office staff.

2. Maintains church calendar of events. Schedules and coordinates activities with pastor, staff and volunteers

3. Purchase office supplies, worship supplies, and other supplies as budgeted and requested by appropriate staff or church leaders

4. Maintain office equipment and arrange for service calls when needed

5. Answer telephone, provide information, and route calls, emails and faxes

6. Greet, welcome, and appropriately respond to all people who enter the office

Secretarial
1. Provides clerical and administrative support, as requested

2. Prepares and distributes various minutes, reports, and correspondence, as required. These include, but are not limited to:

a. Council agenda and minutes

b. Committee agenda and minutes

c. Certificates as needed for special events

3. Record confirmations, first communion, changes of address, marriages, deaths, baptisms, communion attendees, etc. in computer and official record book
4. Maintain Sunday school lists
5. Prepare Congregational Report for the Year and send to ELCA office by Feb. 15.

6. Prepare workers’ comp audit report and bill Agape for their portion

7. Maintain and update records of employee work hours, vacation, sick leave, etc.

8. Maintain inactive member list

9. Prepare new member packets

10. Perform other related duties, as requested

Editing and layout of church publication

1. Prepare worship and special (for weddings, funerals, Lenten services, Holy Week, Christmas, etc.) bulletins as directed by the pastor
2. Prepare monthly newsletters with input from pastor, church leaders, and committees within the congregation

3. Prepare annual congregational report

4. Coordinate mailings

Financial Administrative Support 
1. Maintain accurate records of all financial receipts of congregation 
2. Maintain individual contribution records of all member-giving units and send quarterly statements to members 

3. Serve as Financial Secretary

Treasurer Administrative Support – under the direction of the Treasurer

1. Submit bills to Treasurer for approval

2. Confer with Treasurer regarding monthly financials and, upon Treasurer approval, processes bills and payroll semi-monthly (ELC and Agape)
3. Pay payroll taxes semi-monthly 

4. File quarterly 941 report
5. Reconcile Monthly Bank statements (General Fund, Building Maintenance, Designated, Mortgage & Agape)
6. Print and distribute financial reports monthly

7. Prepare quarterly and year-end payroll reports

Accountability:

*
Attend all staff meeting

*
Fulfill responsibilities of job description, which may be amended from time to time as needs and personnel change

*
Participate in job reviews, including evaluation and goal setting

*
Must pass background check  
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