
Office Administrator: 

 

Currently, staff work from home as much as possible during the ongoing pandemic. 

Currently, the position is 15 hours per week from Monday through Thursday. 

 

 

Current Position Description: 

 

The preparation of various church documents. 

Maintain an office and off-site computer backup and storage procedure for all software 

programs and data files. 

Maintain up-to-date lists for the church directory in consultation with the ministry team. 

Work with Pastoral Care Committee members to ensure the Historic Roll is consistently 

updated and maintain current. 

Maintain a filing system for the storage and retrieval of various documents and master 

copies and all church committee minutes and reports. 

Type letters, memos, reports, minutes and other correspondence as required by staff and 

committees. 

Receive mail and distribute to the appropriate person(s). 

Receive phone calls and requests and monitor voice mail and email.   Answer inquiries 

when possible and/or forward messages to the appropriate person in a confidential, 

timely manner. 

Prepare the weekly bulletin and inserts for worship service and other services including 

funerals throughout the year. 

Co-ordinate and prepare the Annual Report and other periodic reports. 

Maintain fundraising calendar and keep fundraising report. 

Assist with the selling of concert tickets. 

Assist with the booking of tables for events. 

Monitor the office equipment and report the need for equipment repairs/maintenance 

and/or make calls for repairs/maintenance. 

Update the outdoor digital sign software as required. 

Monitor and maintain the office supply inventory. 

Make appropriate arrangements for baptisms in consultation with the ministry team. 

Perform the duties of Wedding Co-Ordinator. 

Maintain an accurate calendar and bulletin board taking into consideration other 

standing church events. 

Maintain current bulletin boards for posting of correspondence, church documents, 

educational information, etc. 

Update bulletin announcements. 

Update and send weekly Staying in-the-Loop email on Thursdays.   Update email list. 

Take reservations for the rental of church facilities, under the direction of the Finance 

Committee, receive rental deposits and arrange for the distribution and retrieval of keys. 



Rearrange room rentals in special situations, such as Elections Canada with short notice. 

Update Loonie Lunch flyers, soup signs, etc. and post and email where required. 

Post congregational offerings in the existing computer program and church envelope 

numbering system. 

Prepare and distribute quarterly Statement of Givings and income tax receipts under the 

guidance of the Treasurer. 

 

 


