
Westminster Presbyterian Church  
 

Job title: Church Office Administrator 
 

Job Summary: 
 

The Church Office Administrator is often the first person someone meets when they come to 
Westminster Presbyterian Church.  The most important part of this position is hospitality--when 
answering the phone or the door or replying to emails from members or strangers, our Office 
Administrator needs to be welcoming and kind while maintaining good professional 
boundaries. 
 

Under the general direction of the Minister, the Office Administrator provides support to the 
staff, boards and committees of our church including, but not limited to, managing the church 
office, assisting with church communications, overseeing certain aspects of building 
administration, maintaining and administering the church database. 
 

Responsibilities: 
 

Provide administrative support to staff, boards and committees 

• Respond promptly to incoming email, voicemail and phone calls. 
• Act as communication liaison between staff, board members, committee members and 

church members, notifying the appropriate persons of questions, concerns and 
problems as they arise. 

• Create and retain necessary files for church records, both electronically and on paper.  
Assist those looking for information from files or records. 

• In collaboration with the Minister, create Sunday online bulletins.  Create the weekly 
worship PowerPoint and announcement slides.   

• Collect and compile information for memorial flowers including Christmas and Easter 
memorials. 

• Track memorial gifts.  In cooperation with the Treasurer, assure that all special 
donations to the church are acknowledged promptly. 

• Assist Minister of Music with any administrative tasks including record keeping related 
to licensing. 

• Assist Clerk of Session with maintaining the church archival records required by PC(USA). 
• Provide administrative support for the African Missions Committee.  Oversee gift 

acknowledgments.  Assist with mailings and correspondence. 
 

Assist with church communications 

• Collaborate with and support our Communications staff and volunteers, participating in 
team meetings as needed.  This work may include: 

o Setting up and distributing details on surveys (supporting events and gathering 
feedback) 

o Managing online reservations for events 



o Assist in sharing signage around the WPC building when asked 
o Assist in creating the content for the weekly email, drafting copy for 

announcements or sourcing that copy from stakeholders.   
• Help keep the church website up-to-date including our online calendar. 
• Serve as Administrator for ACS, Google Suite and other software programs. 
• Manage the “People” module of the ACS database, keeping it up-to-date as changes are 

submitted, and seek ways to improve member data retention and organization. Create 
and maintain mailing lists (both electronic and “snail mail”) for various church 
purposes.  

• Generate mailing labels and print with correspondence.  Oversee mailing with the help 
of volunteers if needed. 

• Prepare and print our annual report, event programs and other materials as requested 
by staff, boards and committees. 

 

Provide administrative support to the Treasurer and Comptroller 

• Make sure all appropriately authorized invoices and check requests reach 
the Comptroller in a timely manner. 

• Coordinate the timely signature and mailing of all outgoing checks and maintain the 
Comptroller's vendor files. 

• Ensure that all cash payments and checks received in the office or by mail go directly to 
the Treasurer for collection, deposit, and recording.  

• Submit payroll hours for hourly employees on a bimonthly basis; distribute payroll 
checks to employees when they arrive.  Serve as the primary contact for our payroll 
company, setting up new employees in the payroll system, managing withholding 
information updates as necessary, etc. 

• Administer the Church's personnel benefits program in consultation with the Personnel 
Committee and serve as point of contact with the appropriate insurance companies and 
pension organizations. 

 

Manage the church office and reception 

• Answer the phone and the Chestnut Street door during church office hours. 
• Receive all mail, packages and deliveries and assure they reach their intended recipient. 
• Manage and order all office supplies and ensure there is always a sufficient backup 

supply; help to estimate future office expenses. 
• Maintain all office equipment, schedule service and repair as needed.  
• Attend to needed backups and updates on the church's computer.  Notify the I.T. 

committee of any major computer or network issues that arise. 
 

Assist with building administration 

• Maintain the building calendar electronically on Google. Ensure the calendar is up to 
date and all staff members have access to calendar information. 

• Respond to all requests for building use or rental.  Act as liaison between the church and 
outside groups who use the church for community purposes. 



• Oversee parking lot rentals, respond to inquiries, follow up with renters who are behind 
in payment, etc. 

• Schedule the heat to appropriately heat the building/sanctuary for church activities. 
• Schedule annual fire and building inspections and sprinkler system check-ups. 
• Welcome and orient contractors coming to the church for repairs, estimates, etc. 

 

Managing time and workflow 

• This position requires excellent time management skills.  As office work flow can vary 
significantly based on seasons and events, maintain good communication with the 
Minister regarding priorities and planning.  Anticipate projects and seek ways to avoid 
overload. 

 

Qualifications 

• High School graduate or GED preferred. 
• Background check. 
• This position requires excellent interpersonal skills, including the ability to work with 

older adults and people in need.  Must be able to work independently and also to 
communicate and collaborate.  Able to approach problems with creativity and patience.  
Willing to take initiative and ask questions when something is unclear and details may 
have changed or have been forgotten. 

• Able to organize tasks and plan work to accomplish job responsibilities.  
• Able to work collaboratively and direct the work of others. 
• Able to complete tasks independently, as well as take direction. 
• Polite and good communicator. 
• Strong work ethic. 

 

Skills 

• Required:  Proficiency with Microsoft Office Suite, Google Docs and PowerPoint.  
Fluency in English and good verbal and written communication skills. 

• Helpful:  Familiarity with databases.  Basic graphic design skills.  Familiarity with 
Christian worship, hymnody and the Christian year. 

 

Reports to Head of Staff. 
 

Adopted by Session June 10, 2021 


