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Position:  Church Administrator Available:  January 16, 2024  

Supervisor: Pastor and Staff Committee 

Schedule:  24-hours/week - Tuesday - Friday 9 am - 3 pm or 8 am - 2 pm 

Brief Job Description:  A vital, part-time administrative position, providing clerical support to 
the pastor and church leaders. The candidate must have a strong attention to detail and 
exceptional communications skills, verbal and written.  They must be well organized, have 
problem-solving abilities, be able to function independently, and maintain confidentiality. 
Utilizes various desktop and online computer applications.  

Qualifications 

• Previous experience in office administration or similar field 

• Strong organizational skills with close attention to detail 

• Capable of efficiently multitasking 

• Ability to think creatively for purposes of designing and creating bulletin covers, 

advertising announcements, website, and other church materials 

• Proficient use of MS Office suite (heavy use of Word and Excel), Adobe Photoshop (or 

similar photo editing software) to create worship bulletins, correspondence, signup 

sheets, etc. 

• Ability to learn other desktop and online applications including but not limited to: 

PowerChurch, Canva, I-Movie, Signup Genius, Google drive, Dashlane, Squarespace 

 
Responsibilities 

• Greet and assist onsite members and guests 

• General office duties: answer phones and emails, maintain equipment, backup data, 

update website and social media, copying  

• Design weekly bulletin cover to coordinate with assigned scripture 

• Prepare, coordinate and distribute documents for all committees as needed 

• Create weekly announcement slides (jpg) for website, email, social media, and worship 

service 

• Video editing and post on YouTube and website 

• Keep the website and social media up to date 

• Maintain master calendar and coordinate schedule of activities within the building 
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• Sync and maintain online and hardcopy signup sheets 

• Keep membership records up to date and maintain historical church records 

• Order office supplies, flowers, office equipment, and other supplies as requested by 

church teams 

• First point of contact with: lessee, facility maintenance, building use requests, and 

commercial vendors 

• Coordinate volunteers to cover office  
 

Benefits - Paid Days Off 

• Vacation 

▪ Eight (8) days after the first year of employment 

▪ Twelve (12) days annually after five (5) years of employment 

• Sick Days 

▪ Five (5) paid sick days annually (after three months of employment) which may 

accrue up to sixty (60) days 

• National Holidays 

▪ When a national holiday falls on a Saturday, Sunday, or Monday, the office will be 

closed on the following Tuesday. 

There are no other benefits associated with this position. 
 

Performance Review 

• Informal as needed 

• Initial six-month review with pastor and/or staff committee 

• Annual Reviews thereafter 

 
Salary 

• Commensurate with experience 

 

Submit  

• Cover letter and resume to office@kckirk.org 

 
 
 
 


