JOB DESCRIPTION
Office Administrator, Lutheran Church of the Resurrection
	Position Title:
	Church Office Administrator

	Reports To:
	Senior Pastor / Church Council

	Employment Type:
	30-35 hours per week, $26-$28 per hour

	Works Closely With:
	Pastor(s), Church Staff, Preschool Director, Church Council, Treasurer, Altar Guild, Bookkeeper, and volunteer teams


Position Summary
The Church Office Administrator provides day-to-day administrative, financial, and operational support to the pastoral staff, preschool director and Church Council. This role coordinates weekly, monthly, seasonal, and annual church operations, including bulletin and communications preparation, financial processing, records management, facilities and vendor coordination, and support for congregational events, holidays, and rites (baptisms, memorials, and new member intake). The position requires strong organizational skills, discretion with confidential and financial information, and the ability to manage a wide range of recurring deadlines throughout the church calendar year.
Key Responsibilities
Weekly Duties
1. Prepare weekly worship bulletins for all services, coordinating with music/choir staff for hymn and Psalm information.
1. Assemble the pastor's weekly worship notebook, including hymns and service notes.
1. Coordinate weekly check-signing with authorized signers.
1. Send the weekly congregational email/newsletter through the church's email platform.
1. Coordinate counting of weekly offerings with scheduled volunteer counters.
Monthly Duties
1. Place and pay for recurring vendor orders (e.g., fellowship refreshments) using petty cash.
1. Prepare and deliver bank cash deposits.
1. Itemize and reconcile credit card statements with supporting documentation.
1. Remind staff of upcoming Council meeting report deadlines.
1. Process monthly wire transfers to mission/ministry partners as directed by Council.
1. Prepare and submit monthly financial and inventory reports to the bookkeeper.
1. Coordinate pest control and equipment service work orders and invoicing.
1. Check and log emergency equipment (e.g., AED) status and reorder supplies as needed.
Quarterly Duties
1. Prepare and distribute upcoming worship readings to volunteer readers.
1. Maintain online sign-up portals for readers and greeters.
1. Maintain the altar guild service schedule.
Semi-Annual and Annual Duties
1. Coordinate seasonal timer and alarm system time changes.
1. Process election-related notices and coordinate facility scheduling around voting use.
1. Coordinate annual facility inspections (backflow, fire alarm, fire extinguisher) with outside vendors and the city.
1. Order annual supplies (offering envelopes, new member envelopes).
1. Support annual Council transitions: update signers, bank account owners, and recordkeeping systems.
Financial & Records Administration
1. Maintain columbarium records, niche assignments, and related documentation.
1. Maintain the congregational record book, recording baptisms, new members, deaths, confirmations, and Council changes.
1. Maintain the parish register and permanent church records.
1. Process stock donations and coordinate with the bookkeeper and finance contacts; issue donor acknowledgments.
1. Support end-of-year giving statement preparation and distribution.
Facilities & Vendor Coordination
1. Serve as primary point of contact for maintenance and service vendors (electrical, HVAC, plumbing, locksmith, cleaning, computer support).
1. Schedule and track required inspections and service visits.
1. Coordinate seasonal facility needs (e.g., holiday decorations setup and takedown).
Holidays, Special Services & Events
1. Coordinate seasonal flower orders (poinsettias for Christmas, lilies for Easter) and communicate order windows to the congregation.
1. Prepare bulletins for Ash Wednesday, Good Friday, Easter, and Christmas services.
1. Coordinate palm and candle supplies for seasonal services.
1. Support the annual congregational meeting: gather Council nominee biographies, distribute meeting notices, budgets, and related materials.
1. Coordinate visiting congregations' facility use and scheduling.
Pastoral Care & Rites Support
1. Process baptism documentation, certificates, and related recordkeeping.
1. Coordinate memorial service and reception logistics, including family communication and information forms.
Qualifications
Required
1. Prior administrative, office management, or executive support experience.
1. Strong organizational skills with the ability to track recurring weekly, monthly, and annual deadlines.
1. Proficiency with standard office and communications software (word processing, spreadsheets, email marketing platforms).
1. Comfort handling confidential records and financial information with discretion.
1. Strong written communication skills for congregational communications and correspondence.
Preferred
1. Experience working in a church, nonprofit, or membership-based organization.
1. Familiarity with online scheduling/sign-up tools and project management platforms.
1. Experience with basic bookkeeping, deposits, or financial recordkeeping.
Work Environment
This is primarily an on-site, office-based position within the church facility, with regular interaction with clergy, church and preschool staff, volunteers, and congregation members. The role may occasionally require presence at services, meetings, or events outside standard office hours (e.g., holiday services, congregational meetings).
Resumes and inquiries may be sent to lcradminsearch@gmail.com. Selected candidates will be contacted to schedule interviews between November 1 and December 1, 2026.
