St. Paul – Reformation Lutheran Church

POSITION DESCRITPION:  Office Administrator

November, 2005

Position purpose:  To provide office and building management, secretarial and bookkeeping services for St. Paul-Reformation Lutheran Church.  The Church includes its staff, its lay leadership, its members and the church’s relationships with the community, the city, other churches and the ELCA.

Supervision:  This position works with and at the direction of our pastors and is under the over-all supervision of the pastors.  This position provides supervision for one part-time secretarial assistant.

Compensation:  salary and benefits based on skills and experience.

Hours of work:  40 hours per week; 9:00 a.m. to 5:00 p.m.  Monday through Friday.

Physical requirements:  Must be able to walk up and down stairs – building has an elevator, but person must be able to use stairways.  Must be able to stand to operate duplicating and folding machines, and collate for periods of two to four hours.  Must be able to sit and operate a computer for extended periods.  Must have sight sufficient to read computer screen and to proof printed materials.  Must have hearing sufficient to hear telephone and machine operational sounds.  Must be able to lift and carry up to 20 pounds (boxes of paper), including up and down stairs.

Essential Functions/Primary Duties:

1. Layout, design and production of the weekly worship bulletin, including gathering information from staff and members of the congregation about announcements and worship form.

2. Layout, design and production of the monthly Spectrum newsletter, including gathering information form staff and members of the congregation about announcements, articles and information to be included.

3. Layout, design and production of newsletter and other mailing for our Wingspan Ministry, including seeing that envelopes and related materials are produced for these mailings.

4. Know U.S. Postal Service bulk mailing requirements and be able to fill out bulk mailing forms and take bulk mailing boxes to the post office.

5. Answer the telephone, direct incoming calls, take messages

6. Provide secretarial support for staff and church leaders including receiving minutes of meetings, seeing that they are distributed and filed.

7. See that the computer network and the telephone system are maintained in a functioning way and consult with outside technicians when there are problems.

8. Building management:  maintain church calendar, scheduling of events and space in the building, provide assistance as needed to community groups using our facilities, order office supplies, custodian/cleaning supplies, worship supplies.  Give some direction to the custodian, through Pastor Tidemann has the primary responsibility for custodian supervision.

9. Maintain church database of members including address, phone numbers, email addresses, birth dates, etc.  Includes publishing semi-annual directory of church members.

Bookkeeping experienced preferred, which would include:

1. Enter weekly contributions and other receipts and see that the statement taken to the bank is accurate.  Take contributions to the bank for deposit, usually on Mondays.  Receive and process receipts from Vanco (automatic contribution deposits from members).  Perform transfers.

2. Maintain and administer accounts payable and payroll on the church’s computer.

3. Prepare checks and assure that they are properly signed, distributed and mailed.

4. Maintain all necessary journal entries into the church’s financial system.

5. See that payroll information is provided to payroll company and that the payroll data is recorded in our accounting system.

6. Reconcile all bank accounts.

7. Prepare the monthly financial reports, including but not limited to Balance Sheets, Statements of income and Expenditures, Cash Flow Statements and other reports as requested by the Church Council, Executive Committee or Pastoral Staff.  This position is responsible for the accurate reporting of all accounts.

8. See that all necessary federal, state, county and city employment and financial forms for withholding, taxes and assessments are completed by the payroll company or other agency and mailed.

9. See that all quarterly and annual federal and state required reports (including W-2’s for employees, 941’s, etc.) are completed by the payroll company and mailed on a timely basis.

10. Work with the Treasurer, Executive Committee, Stewardship Committee and Finance Committee as requested.

11. Provide information and cooperate with the auditor to assure the complete and accurate reporting of all church finances.
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