
Join our team!
A great opportunity awaits.

Church  Admin is t ra tor
St. Louis, Missouri



your sphere of influence like 
your home, neighborhood, & work.

Our city 
awakened to and 
transformed by 

the love of Jesus.

the realization 
of the Gospel and 

finding yourself in 
that grand narrative. 

the ongoing journey of  
apprenticing your 
life to Jesus. 

the hope of the world 
and the deepest desire 
of every human heart.
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Vision

Mission

HOW DO WE PURSUE OUR VISION?HOW DO WE PURSUE OUR VISION?



Core Values
As we pursue our Vision and carry out our Mission, our Core Values give expression to 
the unique attributes that God has formed and is forming into our Journey culture and 
community.

We are 
hiring! 
AT THE JOURNEY,  MINISTRY IS  MORE 
THAN WHAT HAPPENS ON SUNDAYS. 
Behind every worship service, group gathering, 
and special event are the details that make it 
possible for people to encounter Jesus with-
out distraction. The Church Administrator is 
the person who helps bring all of those details 
together.

This role ensures that communication is clear, 
systems are healthy, events are well executed, 
and our building is a place that feels both safe 
and welcoming. Guided by our mission of be-
coming apprentices of Jesus by being with Him, 
being transformed by Him, and partnering with 
Him, the Church Administrator helps create an 
environment where ministry can flourish.

Organization matters, but the heart of this role 
is much bigger. It is about quietly serving, show-
ing care, and shaping an environment where 
people can encounter the love of Jesus.

OPERATIONS
The Church Administrator helps keep the day-to-
day life of the church running smoothly. From 
maintaining the church database to managing 
supplies, from reconciling expenses to support-
ing staff and volunteers with administrative 

needs, this role makes sure nothing falls through the 
cracks. Healthy systems and clear processes allow 
ministry leaders to focus on people and discipleship.

EVENTS
Every event at The Journey, big or small, is an oppor-
tunity for people to gather, connect, and grow. The 
Administrator helps bring those opportunities to life 
by coordinating registrations, room set-up, childcare, 
technology, and logistics. Whether it is a class, a re-
treat, or a church-wide celebration, this role ensures 
that the details are handled with care and excellence.

FACIL IT IES
Our building is more than a space. It is where people 
worship, learn, and find community. The Church 
Administrator oversees its use, works with contrac-
tors to keep it in good repair, and partners with 
volunteers to keep it welcoming and safe. From 
inspections and repairs to opening doors on Sunday 
mornings, this role helps ensure that our facility is 
ready for ministry.

The Church Administrator will lead with both com-
petence and care, equipping volunteers, partnering 
with staff, and serving our church family in ways 
that often go unseen but always matter.

I S  G O D  C A L L I N G  Y O U  T O  S E R V E  H I S 
C H U R C H  I N  T H I S  W A Y ?



L E A R N  M O R E  A B O U T  J O I N I N G  O U R  T E A M ! 

J O B  D E S C R I P T I O N 

S T A T E M E N T  O F  F A I T H 

R E A D Y  T O  A P P LY ? 

Church Administrator 

I N  A D D I T I O N  T O  S T A N D A R D  C O M P E T I T I V E  B E N E F I T S  L I K E …

• Medical/Dental/Vision
• Retirement Savings Plan

… W E  V A L U E  O U R  S T A F F  B Y  A L S O  P R O V I D I N G  T H E S E  A D D I T I O N A L 
B E N E F I T S :

• Generous PTO
• Weekly Spiritual and Professional Development
• Regular Staff Meals + Fellowship
• Flexible Work Schedules
• Counseling Services
• Sabbaticals and Spiritual Retreats

Questions?
Don’t hesitate to reach out to us at 
hello@thejourney.org

https://cdn.prod.website-files.com/611cbbf2df41f09c1c5d251c/68dfb3dc4aba4cf989fd533b_JobDescription_Church%20Administrator.pdf
https://uploads-ssl.webflow.com/611cbbf2df41f09c1c5d251c/631a28e0117d3e260915d6a1_StatementOfFaith9.8.22.pdf
https://www.cognitoforms.com/TheJourneyWestCounty/EmploymentApplication

