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Position Description 
Position Title: Office Administrator 
Organization: Christ Church United Methodist 
Reports to: Senior Pastor 
 
Carries out the administrative tasks of the church and facility, working with the church volunteers, Pastor, and staff in 
resourcing, supplying, and supporting the day-to-day operations of the Church. 
 
Position Hours: 
Monday through Friday, 8:30 a.m. to 4:00 p.m. 
37.5 hours per week. Thirty-minute lunch period each day. 
 
Office Administration - runs and manages the office of the church. 

1. Managing the church calendar and scheduling groups and ministries in coordination with the pastor, staff, and 
church leadership. 

a. maintains the electronic calendar 
b. Be able to answer questions about the church campus, programs, and ministries. 

2. Answering phone calls, emails, and in person requests. 
3. Assist vendors, visitors, members and others who come to the office. 
4. Order and maintain office supplies (orders other items requested) 
5. May be required to go off campus to purchase supplies or pick up items. 
6. Keeping up to date records and contracts for 

a. Key users 
b. Building users 

7. Handles mail 
a. sorts and distributes mail 
b. publishes and coordinates weekly mailing 
c. publishes and coordinates special mailings 
d. responsible for bulk mailing and postage 

8. Maintains Church files 
a. membership records and church databases 

i. Maintain membership records for church office and the Annual Charge Conference; record 
births, deaths, baptisms and weddings’ process new members, membership transfers, 
confirmands, withdrawals, correspond with out-of-town/state members and make address 
changes. 

ii. Prepare membership statistics for the charge conference and Desert Southwest Conference 
annual reports. 

iii. Update files for all address/phone changes and maintain volunteer files so that all office 
directories can be updated in a timely manner 

b. memorial garden paperwork 
c. committee reports/minutes 
d. directories 
e. other paperwork handled by the office 

i. Maintain files of printed materials and church attendance. Scan Sunday morning attendance 
slips for visitors and requests, inform pastor(s). Enter in the computer. Prepare visitor letters. 

ii. Organize and tally Sunday morning attendance slips for visitors (prospects), and requests for 
prayers. Enter all attendance in Servant Keeper or appropriate software program. 

iii. Obtain and assemble reports and other materials for Annual Charge Conference. 
9. Prepare and submit an annual office budget to the book keeper and finance committee, manage the office 

budget. 
10. Keep licences, subscriptions, services, and software up to date (examples include) 
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a. CCLI and other worship production subscriptions 
b. Zoom 
c. ServantKeeper 

11. Facility oversight 
a. Work with the Trustee Committee to monitor building maintenance and upkeep. 

i. Scheduling repairs and maintenance and other work. 
b. Working within Trustee guidelines, approve usage of facilities by outside groups and maintain proper 

paperwork. 
c. Keep updated vendors list. 
d. Maintain key safe, list, and key supplies. 
e. Reports to church insurance/TPD when necessary. 
f. Maintain facility maps for fire extinguishers, timers, heat/ac units, etc. 
g. Ensure office equipment, systems, software, phones, and building alarms are up to date, functioning, 

and repaired when needed. 
12. Assist leaders, teachers, and pastor with event and class registration 
13. Other duties as assigned. 

 
Publication Communication and Correspondence 

1. Prepare new member/baptism certificates and name badge as requested. 
2. Coordinate email responses for info@ccumtucson.org account. 
3. Keep wedding/memorial brochures printed and up to date. 
4. Create, publish/schedule, print the weekly church newsletter. 
5. Create, publish/print the weekly bulletin, special service bulletins, memorial and wedding bulletins. 
6. Create, publish/print inserts for such items as needed/requested. 
7. Maintain up to date sign and phone messages. 
8. Maintain up to date website information. 

 
Financial Support 

1. Collect monies for Upper Room, Music Camp, Vacation Bible School, personal copies, room deposits and usage 
fees. 

2. Secure all undeposited cash and checks in the safe each day before leaving. 
3. Food Bank gift card coordination, TMM clothing vouchers, and issue receipts for non-cash donations. Receive 

clothing boutique donations and notify clothing boutique. 
4. Work closely with church bookkeeper/SPRC/Finance on knowledge and backing up bookkeeper while on 

vacation. 
5. Have a working knowledge of payroll and accounts payable in the QuickBooks system. 
6. Work with church treasurer/bookkeeper on tracking bills and credit card invoices. 

 
Position Skills: 

1. Maintain confidentiality 
2. Flexibility in managing tasks and people 
3. Have or be able to develop working knowledge of SevantKeeper and Quickbooks software. 
4. Computer literate in: Word, Excel, Outlook, Google, publishing software, web authoring software, and photo 

software and a willingness to learn other programs as needed. Ability to operate office equipment, such as 
copier, FAX, folding machine. 

5. Answer phones professionally and pleasantly 
6. Represent the church with an attitude of caring and concern for all and greet people in a friendly manner 
7. Work with and relate to people in a positive manner 
8. Initiative, able to take charge with little or no direction 
9. Exhibit competent supervisory skills and work cooperatively with all staff (including volunteers) 
10. Administrative and secretarial experience with strong written and verbal skills. 
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