Position Title: Church Administrator (skip to application)
Reports To: Pastor (primary), Trustees (financial coordination)   Status: [Full-Time / Part-Time]
Location: On-site at the Church

Position Summary
The Church Administrator serves as the operational and administrative backbone of the church, supporting the Pastor, ministry leaders, deacons, and trustees by ensuring that communication, scheduling, recordkeeping, and financial processes function smoothly and with integrity.
This role combines traditional church secretarial duties with administrative leadership, financial coordination, and pastoral support, allowing the Pastor to focus more fully on preaching, teaching, and shepherding, while ensuring that ministries are organized, informed, and supported.

Key Responsibilities
Administrative & Office Operations
· Serve as the primary administrative point of contact for the church office
· Answer phones, respond to emails, and manage general correspondence
· Maintain organized digital and physical records
· Update and maintain all church bulletin boards and information displays
· Prepare weekly pastoral announcements for Sunday services
· Assist with preparation of church documents, reports, and correspondence

Calendar & Ministry Coordination
· Maintain and oversee the master church calendar
· Serve as a go-between for the Pastor and ministry leaders, ensuring:
· Upcoming events are on track
· Ministry leaders are supported and informed
· Necessary communication is shared with relevant parties
· Proactively reach out to ministry leaders regarding deadlines, logistics, and support needs
· Ensure calendar items are communicated clearly to the congregation when appropriate

Pastoral & Congregational Care Support
· Make quarterly membership calls on behalf of the Pastor to:
· Share the Pastor’s care, concern, and encouragement
· Maintain connection with active and inactive members
· Ensure that each deacon is promptly informed of:
· Deaths
· Illnesses
· Hospitalizations
· Significant family events
involving members assigned to their care

Membership & Contribution Records
· Maintain accurate membership records
· Record the contribution of every member in the church’s financial system
· Assist trustees by entering financial contributions accurately and confidentially
· Ensure proper documentation and reporting of giving

Financial & Bookkeeping Support
· Pay all church bills in a timely and organized manner
· Maintain accurate financial records and documentation
· Work closely with the trustees to support financial accountability
· Assist with preparing financial information as requested (not decision-making, but execution and tracking)
· Maintain strict confidentiality and ethical handling of all financial matters

Qualifications & Skills
Required
· Strong organizational and communication skills
· High level of discretion, confidentiality, and integrity
· Ability to manage multiple responsibilities and deadlines
· Comfort working with financial data and recordkeeping systems
· Proficiency with basic office software (email, word processing, spreadsheets)
· Strong interpersonal skills and pastoral sensitivity
Preferred
· Experience in a church, nonprofit, or faith-based organization
· Bookkeeping or financial administration experience
· Familiarity with church management software
· Understanding of church structure (pastor, deacons, trustees, ministry leaders)

Personal Characteristics
· Spiritually mature and respectful of the mission of the church
· Detail-oriented and proactive
· Warm, professional, and dependable
· Able to communicate with compassion while maintaining clarity and boundaries
· Comfortable serving in a role that supports leadership while remaining behind the scenes

Confidentiality & Ethics
This position requires access to sensitive pastoral, membership, and financial information. Absolute confidentiality, trustworthiness, and ethical conduct are essential.

[bookmark: Application]Church Administrator Application
Thank you for your interest in serving in the role of Church Administrator. This position plays a vital role in supporting the Pastor, ministry leaders, deacons, trustees, and the overall mission of the church. Please complete this application fully and prayerfully.
Personal Information
Full Name: __________________________ Address: _____________________________________________
City __________________ State ______ Zip ___________ Phone Number: ________________________ Email Address: _____________________________________

Position Information
Position Applying For: Church Administrator
Availability:	☐ Full-Time ☐ Part-Time         Date Available to Start: ___________________________

Church & Faith Background
Are you currently a member of a church? ☐ Yes ☐ No
If yes, please provide:
Church Name: ________________________ Pastor’s Name: _____________________________________
Length of Membership: ______________________________
Employment & Experience
Current or Most Recent Employer:
Organization Name: ___________________________ Position/Title: _________________________________
Dates of Employment: _________________________________
Briefly describe your responsibilities: _________________________________________________________ ____________________________________________________________________________________________________________________________________________________________________________________
Relevant Experience
(Check all that apply)

☐ Administrative / Secretarial Work
☐ Bookkeeping or Financial Recordkeeping
☐ Scheduling / Calendar Management
☐ Church or Non-Profit Experience
☐ Ministry or Volunteer Leadership
☐ Confidential Record Handling

Skills & Competencies
Please rate your comfort level in the following areas:
	Skill Area
	Strong
	Moderate
	Limited

	Office Administration
	☐
	☐
	☐

	Financial Recordkeeping
	☐
	☐
	☐

	Communication & Follow-Up
	☐
	☐
	☐

	Confidential Information
	☐
	☐
	☐

	Working with Ministry Leaders
	☐
	☐
	☐



References
Please list two professional or church-related references (non-family).

Reference 1
Name: _________________________________
Relationship: ____________________________
Phone: _________________________________
Email: __________________________________

Reference 2
Name: __________________________________
Relationship: _____________________________
Phone: __________________________________
Email: __________________________________
Certification
I certify that the information provided in this application is true and complete to the best of my knowledge. I understand that providing false information may disqualify me from consideration.
Signature: _______________________________
Date: _________________________________

Email completed application to INFO@MOUNTPILGRIMLC.ORG
