Position Description

Position Title:    Parish Administrator                     St. Philip’s Lutheran Church


Date prepared __3/15/o5______
Prepared by: _Human Resources Committee
Reviewed by:  Incumbent Church Board

Date Revised: __________________

Reports to:   Co-Pastor

Check One [  ] New Position
[  ] Revised Description (a summary of changes must be attached)

	POSITION PURPOSE

	In a brief, specific, one or two sentence statement, answer the question, “Why does this position exist? How does this position contribute to the overall success of the organization?

The parish administrator will assure:

Support staff are committed, compassionate, competent in their assigned responsibilities, of good character and cooperative with other members of the staff.

There is effective written and oral communication.

The building and grounds are well kept, in good repair and facilities are adequately prepared for scheduled activities.

Congregation records are appropriately and accurately maintained.

People are treated hospitably and are granted reasonable requests.

	INFORMATION

	                Mission:  Invite and Welcome everyone into our Christian Community.

                             Nurture and Strengthen each other in our faith.

                             Reach Out and Share God’s love in the world.

                Vision:    St. Philip’s is vibrant and growing, joyfully reaching out with the love and compassion of Jesus.

                Values:   To proclaim the Gospel, honesty, truthfulness, integrity and a mutual respect of all people             

	WORKING RELATIONSHIPS

	Who are this position’s most significant contacts in the church?

Staff and lay leaders – especially committee chairs                    

Congregational members

Visitors

Vendors 

	On what committees does this position participate?

Property, Human Resources, Business management, Budget, Nominating

	ORGANIZATIONAL RELATIONSHIPS

	Please list the title of this position, immediate manager and positions reporting to this position.

Title:  Administrator

Immediate supervisor:  Co-Pastor

Reporting to this position:  Office staff and custodial staff 

	QUALIFICATIONS

	Education or degree required:  Baccalaureate degree required, Masters preferred. Degree to encompass business, management, financial or accounting components, or management focus

Related experience (Type and amount) 3 years of administrative experience with demonstrated management and financial expertise

Skills and abilities required: Oversee, lead and evaluate staff, Ability to meet and interact with congregation, public and lay leadership.        Ability to delegate effectively, Bookkeeping and/or accounting skills

	DECISION MAKING

	What types of decisions is this position empowered to make?

	Decisions Position Makes
	Overall

	· Select and hire and terminate office and custodial staff with approval from supervisor, Human Resource committee and Board

· Manage facility usage within appropriate guidelines
· Manage and oversee budget usage in conjunction with committee chairs and the board within defined budget allocations
	Regarding Congregation Operations

1. All staff are accountable to the Co-Pastor who:

a. Interprets board approved mission, vision, values and budget

b. Appropriately delegates authority and responsibility

c. Assures that all activities of the staff and volunteers are in alignment with them.

d. Empowers the staff and volunteers to make the best use of their gifts and abilities to do their work well.

e. Encourages the staff to maximize the capacity of the congregation to be in mission and ministry. (Empowers volunteers, committees, etc.)

2. The Administrator shall not:

a. Cause or allow any practice, activity, decision or organizational circumstance which is illegal, unethical, immoral, imprudent or in violation of commonly accepted professional ethics and/or statutory obligations. 

b. Cause or allow anything that is contrary to the beliefs and teachings of the Lutheran Church as identified in the constitution of the congregation

c. Be inhumane, unfair or disrespectful when dealing with staff and volunteers

d. Fail to report to the President of the board when there is concrete evidence that the Co-Pastor has acted in a way which is illegal, unethical, immoral or abusive.

e. Fail to report to the Co-Pastor any important information related to the well-being of the congregation.

f. Fail to assure that all children, youth and vulnerable adults are safe from sexual, physical, mental, verbal, emotional and spiritual abuse.

g. Fail to assure appropriate background checks for all staff and volunteers for whom accountable.


In the space provided below, please list:

· % of Job: What percent of the overall job does this responsibility represent?
Performance Criteria Standards: How do you measure the accomplishment of that responsibility? What are the standards for performing that particular responsibility

please note: This section is to be utilized as the foundation for the Performance Review Process. Please duplicate as necessary, complete, and attach

      to the review form itself.

only the first three columns need to be completed for the job description.

iii. accountabilities and percent of time spent (Continued)

	Job Title: Administrator
	Name
	Rating
	Date

	Major Responsibilities/ Competency

and Tasks
	% of

Job
	Performance Criteria/Standards
	P
	M
	E
	Comment/Examples

	· Leadership/Role Model


	10%
	· Present a professional appearance and demeanor

· Demonstrate prompt response to members needs and requests

· Willingness to listen, openness to new, innovative ideas

· Promote innovation, broadening of scope and personal development of staff

· Maintain a harmonious open atmosphere among staff

· Participate in planning process of the congregation as appropriate or requested

· Assist with leadership development programs

· Attend all 9 Committee and Board of Administration meetings, planning and working with Business Management and Property and Grounds Committees as well as other committees as requested


	
	
	
	

	Major Responsibilities/ Competency

and Tasks
	% of

Job
	Performance Criteria/Standards
	P
	M
	E
	Comment/Examples

	· Management of

     Human Resources

· Management of office

· Office Operations

· Finance

· Facility Management

· Other


	10%

10%

20%

25%

15%


	· Serve as Human Resources officer of the congregation

· Serve as a resource and consultant to the Human Resources committee

· Responsible for interviewing and recommending applicants for hire for positions with direct reporting relationships

· Provide annual performance reviews and salary increase recommendations for all direct reports

· Recommend termination for cause or for non-performance

· Arrange for coaching or counseling when appropriate

· Maintain personnel files

· Ensure adequate orientation for new staff

· Administer salary and benefits program for staff

· Supervise office staff

· Organize and delegate duties and responsibilities to ensure smooth functioning, equal workloads and efficient completion of tasks

· Encourage staff development and provide opportunity for education and growth

· Plan and implement (with approval) advanced computerization of office functions. Ensure staff education to support these systems.

· Oversee and facilitate the output of the data processing and church record systems to provide up to date information and feed back for membership information, financial data and program implementation in a timely manner.

· Cause the production of regular reports as requested by committee chairs, pastors and directors

· Ensure secretarial support for committee, directors and pastoral staff in a timely manner

· Annually evaluate work flow, work loads and technology systems, adjust within the staff and document needs for budgeting process.

· Prepare budget for staffing and office supply needs.

· Direct and over see the internal and external communication programs of the congregation

· Assist Business Management committee with managing the financial affairs, budget planning and administration.

· Provides regular reports of financial standings and disbursements and financial reporting.

· Assist in the preparation and disbursement of payable checks and tax records.

· Work with treasurer for accounts payable, reviewing invoices, authorizing disbursement of payments.

· Serve as purchasing agent for the congregation.

· Collaborate with Property and Grounds Committee to oversee operations, maintenance, improvement and utilization of church properties and grounds.

· Review calendar and building usage requests 

· Supervise custodial personnel

· Monitor and maintain the protection of church assets through security measures and insurance protection.

· Partner with the Co-Pastor in updating the strategic plan annually.

· Prepare and propose to the Co-Pastor specific annual goals.

· Other duties and responsibilities as assigned by the Co-Pastor.

· Nurture his/her own personal relationship with Jesus Christ.

· Grow professionally as a worker in the congregation.


	
	
	
	


P = Partially/Does not meet expectations
      M = Meets expectations                 E = Exceeds expectations


