Job Description – Administrator

(Full time, exempt)
University Lutheran Church of Hope

12/2/09
Position Purpose:  Ensure thoughtful, hospitable and efficient stewardship of physical, financial, information, and human resources to carry out the mission of ULCH.  Position reports to the Lead Pastor.

The following list of duties is directed at achieving the above purpose.  However, it is understood and expected that personnel filling a particular position will use their own initiative and skills to accomplish the overall purpose in an efficient and effective manner.  In addition, while staff members have specific responsibilities, all are expected to work cooperatively and do what needs to be done to achieve the mission of the church.  

General Administrative. tc "General Administrative. " \l 2
1. Provide a hospitable presence to visitors and members.

2. Assist in building community among staff, leadership and members.

3. Weekly meetings with Lead Pastor.

4. Weekly staff meetings.

5. Serve ex-officio non-voting member of the Operations Ministry Area.

6. Serve as ex-officio non-voting member of the Executive Committee & Vision & Governance Board.
Financial Management.  Address all financial aspects of the ULCH’s operation under the oversight of the Treasurer and Vision & Governance Board:tc "Financial Management.  Look after all financial aspects of the ULCH’s operation under the oversight of the Treasurer and Vision & Governance Board:" \l 2
1. Prepare budget with Vision & Governance Board and monitor on an ongoing basis

2. Monitor income and disbursements on an ongoing basis.

3. Provide financial reporting to Vision & Governance Board.

4. Provide information for ELCA Parochial Report.

5. Prepare Annual Report.

6. Act as bookkeeper for ULCH general and misc. accounts

7. Manage pledges and contributions for all ULCH accounts.

8. Provide timely information to ULCH Treasurer regarding the church finances.

9. Work with Trust Treasurer to coordinate funds transfer and record maintenance for capital campaigns.

10. Work with Treasurer of ULCH Trust to provide quarterly financial reports.

11. Oversee capital campaign financial reporting and pledge recording.

12. Prepare payroll.

13. Oversee function of weekly counters.

14. Serve as staff liaison on Operations Ministry & Finance Team.

15. Invoice and collect from renting organizations.

Personnel Management.  Maintain personnel records and ensure compliance with regulatory authorities:tc "Personnel Management.  Maintain personnel records and ensure compliance with regulatory authorities:" \l 2
1. Maintain personnel records in conjunction with the lead pastor.

2. Maintain job descriptions and evaluation forms in conjunction with the lead pastor.

3. Monitor compliance with all governmental reporting procedures (W-4's, I-9's).

4. Provide necessary information to Personnel Team regarding staff compensation.

Office Management.  Ensure dependable office technology and supplies, including computer network, on-line services, fax, telephones, and copiers and mail distribution:
1. Oversee efficient and effective office administration.
2. Oversee membership database and train other staff in its use.

3. Oversee computer network. Provide for training and changes/repairs as necessary.
4. Oversee maintenance contracts and equipment purchases. 

5. Maintain office supplies.

6. Prepare/distribute mail.

7. Copy, distribute sermons, provide to web server.

8. Answer phones and direct calls appropriately.

9. Serve as secretarial support to pastors, other staff and commissions as needed.tc "Office Management.  Ensure dependable office technology and supplies, including computer network, on-line services, fax, telephones, and copiers and mail distribution:" \l 2
INFORMATION MANAGEMENT & DISTRIBUTION.  Maintain and secure all electronic information and manage communications with members:

1. Maintain written church records. 

2. Maintain membership information, directory, mailing list for Visitor & offering on database.

3. Maintain service attendance records.

4. Prepare transfer papers and maintain records.

5. Maintain visitor records, including names, addresses, attendance data, and contributions.

6. Facilitate communication with custodians regarding weekly building needs.
7. Maintain ULCH web site.

8. Prepare and distribute Thursday Epistle weekly e-mail newsletter.

9. Maintain church calendar/prepare monthly calendar for Visitor.

10. Post E-Visitor (electronic version of Visitor newsletter) & notify members on-line of new edition.

11. Post Vision & Governance Board minutes and financial reports on web site.

12. Maintain time & talent database & forward info to various Ministry areas for volunteer possibilities.

13. Maintain members of Ministry Area Teams & Task Forces on data base.

14. Distribute Lutheran periodicals and devotionals to appropriate area.

15. Periodically defragment server disks & regularly do back ups of critical server data files to Administrator computer.

16. Serve as staff liaison on Leadership/Communication Ministry Area.
PRODUCTION.  Publish the calendar, bulletins, lists of assistants, welcome letters, and e-mail announcements, and do congregational mailings:

1. Prepare daily calendar on entryway bulletin board.

2. Prepare and run all bulletins (weekly/special), including Braille and large print versions.

3. Prepare weekly list of worship assistants, post list on Sacristy door, send reminders to assistants via e-mail and post card.
4. Send welcome letters to Sunday visitors to ULCH.

5. Prepare & e-mail announcement bulletins on web site.

6. Maintain coffee service sign-up and kitchen supplies in cooperation with Relational Ministries.

7. Prepare and run congregational mailings as needed.

8. Advertise in U of M Daily and Luther Seminary Newsletter as directed.

9. Prepare new member packets (through Relational Ministries).

10. Run monthly Visitor newsletter and prepare large print “Visitor”.

Facilities Management.  Assure that the building is clean, safe, functional, and in compliance with regulatory authorities, and schedule facility use: tc "Facilities Management.  Assure that the building is clean, safe, functional, and in compliance with regulatory authorities, and schedule facility use: " \l 2
1. Oversee facilities operations and maintenance of church.

2. Coordinate and schedule building use by various groups with staff, members and outside groups.

3. Patrol parking lot & market excess space in lot.

4. Control building keys.

5. Maintain monthly check of fire extinguishers, emergency lights, & GFCIs.

6. Prepare and keep Incident Reports on any unfortunate occurrences on the property.

7. Serve as staff liaison on Operations.

8. Willingness to obtain a Boiler’s License.

Risk Management.  Monitor compliance with law and safety issues, e.g., food, fire, health, and boiler codes, nursery safety, volunteers, and employment law, etc., and responsible for safety issues including, but not limited to, accident prevention, fire prevention, cold weather risks, crime prevention, infant and toddler safety, natural peril risks, transportation risks, and work related safety for employees and volunteers, and maintain facilities & liability insurance.tc "Risk Management.  Monitor compliance with law and safety issues, e.g., food, fire, health, and boiler codes, nursery safety, volunteers, and employment law, etc., and responsible for safety issues including, but not limited to, accident prevention, fire prevention, cold weather risks, crime prevention, infant and toddler safety, natural peril risks, transportation risks, and work related safety for employees and volunteers and maintain facilities & liability insurance."
Knowledge, Skills and Abilities
1. B.S./B.A. or higher in Business, Management or related field.
2. Organizational ability.

3. Financial competence.

4. Good presentation skills.

5. Good communication skills to work with wide variety of people and groups.

6. Basic computer network knowledge, word-processing and spreadsheets, church database management.

7. It is recommended that the Administrator be a member of NACBA (National Association of Church Business Administrators).tc "Knowledge, Skills and Abilities" \l 2
