POSITION DESCRIPTION

Incarnation Lutheran Church

April 2005

Position Title:

Administrator

Accountable To:
Senior Pastor

Position Overview:
To manage, direct and provide clear direction for the administrative functions of the Church in a professional manner that supports Incarnation Lutheran Church’s Mission, Vision and Values.  These functions include, but are not limited to, Information Technology, Facility Management, Finance, Human Resources, Office Administration and Risk Management.  This person identifies needs for organizational change and works as a change agent in a way that generates enthusiasm among staff and produces demonstrated benefits for ministry effectiveness and advancement.

Specific Areas of Responsibility:

1. Office Technology Management.

a. Knowledge of computers and computer systems, to manage all types of computers throughout the facility.  The ability to troubleshoot computer problems and resolve issues and the ability to train staff on all computer programs used throughout the Church.

b. Knowledge of office equipment, with the ability to troubleshoot where needed to assure maximum office efficiency.

c. Keeps up-to-date on information and technology to bring innovation to the Church where beneficial

d. Make computer, office equipment and telephone purchasing decisions, within budget limitations.

e. Assist with PowerPoint set-up and questions as needed.

f. Knowledge of telephone systems, with the ability to train staff on the telephone system, programming of messages, and equipment maintenance.

2. Facilities Maintenance.

a. Oversee the Church’s expansion and remodeling project, working with contractors and inspectors to assure completion of project.

b. Develop, recommend and administer policies and procedures relating to the maintenance and effective use of the Church’s property and equipment.

c. Responsible for the mechanical, electrical, water and waste disposal systems and general maintenance operations of the physical plant.

d. Work with the Had Custodian on grounds maintenance decisions and formulate plans, determine schedules and develop procedures for the operation, maintenance and security of the physical plant.

e. Determine replacement needs, procure bids and purchase furniture, fixtures and equipment that meet the Church needs and are within budgetary constraints.

f. Maintain current records necessary for the efficient operation of the physical plant, conduct efficiency and cost analysis studies, and implement corrections or changes as needed to improve operations.

g. Knowledge of OSHA regulations as they relate to the facility and personnel.

h. Oversee the long-term maintenance and planning for the facility.

i. Proactive on building maintenance and appearance.

3. Building Technology

a. Have complete understanding of the building’s security system, with the ability to troubleshoot system as needed.   Maintain the security codes for staff, adding and deleting new codes, as necessary.

b. Understand and monitor the building emergency evacuation plans.  Perform fire drills as required.

c. Knowledge of irrigation system, including programming and troubleshooting the system as needed.

d. Manage all technology contracts and vendors.

4. Business/Finance Management.

a. Monitor financial reports, budgets payroll, membership contribution accounting, accounts payable and receivable and stewardship functions.

b. With the Senior Pastor, develop and present the annual budget for Council and congregational approval.

c. Consult with and advise the Senior Pastor on business and administrative matters that affect the Church.

d. Administration Ministry Team member, attending meetings as scheduled.

e. Oversee the endowment and planned giving programs.

f. Represent the Church in financial, business and legal transactions.

g. Review and present the Annual Report to the Congregation and assure the filing of the Church’s Parochial Report.

h. Oversee investment, banking, billing, loan administration and payment procedures.

i. Annually review insurance policies to assure adequate Church coverage.

5. Human Resources and Supervision.

a. Assist in recruiting, hiring, training, motivating, evaluating and terminating staff.

b. Serve as a resource for personnel matters, including benefits, compensation, contracts, salary plans and wage and labor issues.

c. Supervise the Office Manager, Accountant, Head Custodian, Financial Secretary, and Food Service Coordinator.

d. Regularly review human resources policies, procedures and programs and present recommendation to the Personnel Committee.

e. Assure that all procedures are in written form and followed by staff.

f. Attend Personnel Committee meetings as directed.

g. Knowledge of safety and ergonomics issues, to reduce the Church’s liability issues and to reduce Worker’s Compensation claims.

6. Sound and Video Technology.

a. Monitor all sound and video equipment throughout the facility.  Maintain, repair, or replace equipment as needed.

b. Train paid staff and volunteers in the set-up and use of equipment.

c. Rent, for short-term usage, any sound or video equipment, as needed.

7. Other Duties as Assigned.

a. Maintain contact with Supervisor, maintaining work schedule and meeting all required deadlines.

b. Assist in the smooth and successful integration of all activities of the Church.

c. Complete any other duties as assigned.

d. Attend internal and external meetings as needed.

e. Be available on weekends for any type of emergency back-up work.

Qualifications

1. Bachelor’s degree in Business Administration or a related field, with five (5) years of relevant work experience.  Experience in supervisor of staff.

2. Aptitude, knowledge and experience with computers and computer systems, along with all other office equipment.

3. Knowledge of building repair and maintenance, including HVAC and security systems.

4. Must understand and agree with Incarnation Lutheran Church’s Mission, Vision and Values.

5. Understanding of generally accepted accounting practices and reporting procedures as required within a non-profit setting.  Basic Knowledge of accounting to oversee financial reporting for the Church.

6. Understanding of payroll and benefits administration, current employment laws and environmental/OSHA regulations.

7. Must be flexible, with the ability to communicate effectively and deal with a wide variety of people in a variety of settings.

8. High degree of organizational skills, accuracy, ability to work independently and proven problem solving and troubleshooting abilities.  The ability to “think outside the box” to resolve issues as they arise and comfortable with decision-making.

9. Appreciation of team and individual performance, with the ability to provide clear directions, to support and enhance all facets of the Church’s operational goals.

