EMMANUEL PARISH ADMINISTRATIVE ASSISTANT POSITION

SCHEDULE
Part-Time Position Monday-Friday 9 AM -1 PM

POSITION TITLE
Parish Administrator

SCOPE OF RESPONSIBILITY
Parish Administrator is directly responsible to the Senior Warden and directly supports the Parish Priest. They are expected to independently provide all general secretarial and administrative support for the Parish. 

DUTIES
General Administrative and Office:
· Answer phones, schedule appointments and reach out to identified congregational members for direction when necessary
· Interact professionally and in a personable manner with members of the congregation and the public both over the telephone and in person
· Order, file and maintain documents according to a predetermined system
· Maintain congregational records and reports as directed, including but not limited to membership lists and mailing lists
· Maintain the Parish calendar to correctly reflect all worship services, internal meetings and community scheduled use of church buildings 
· Provide administrative support for historic tours ministry, maintaining current calendar and interacting with docents and individuals requesting tours as requested by Tour Coordinator
· Maintain an inventory of necessary office and cleaning supplies, placing orders as necessary
· Manage incoming digital and hard copy communications, including invoices and third-party communications
· Assist Treasurer in preparing billing information for further processing
Computer skills:
· Experience with computers, including strong keyboard typing skills, sending and 
· receiving email, and accessing digital files
· High competence in Microsoft Office suite of software including PowerPoint, Word, Excel, and Outlook
· Experience with Mail Chimp and Google Calendar
Organizational skills:
· Organize daily, weekly and monthly workload and processes and work independently 
Social Media and Digital Communications:
· Manage weekly and other periodic congregational digital communications ensuring consistency, spelling and grammatical correctness
· Manage FaceBook, website and other social media updates and periodic postings

Print Communications:
· Compile and create weekly news and liturgical bulletins with appropriate input and guidance from clergy and lay leaders ensuring consistency, spelling and grammatical correctness

Qualifications: 
· Able to perform the identified required duties specified while interacting with the clergy and lay leadership of the Parish
· Ensure timely and appropriate interactions with the congregation and the public. 
· Self-motivated and able to multi-task while appropriately prioritizing tasks to meet specified timetables and deadlines
· Complete the required duties with minimal oversight or supervision
· Flexible while responding to multiple requests
· Proactively identify tasks and actions that will assist in the effective and efficient management of the Parish 
· Work experience in a liturgical setting is a plus

SALARY NEGOTIABLE


IF INTERESTED PLEASE SEND RESUME TO:  emmanuelparish03@gmail.com


