(insert church name) POSITION DESCRIPTION

Position:


Office Administrator
Ministry:


Administration & Finance 
Responsible to:

Senior Pastor
Status:
Part-time Staff - 25 hours per week
The Mission of ___________ Baptist Church

Add your church’s mission statement. Below is an example:

As a group of people following Jesus our Vision here is “Saved by Christ, United in Love, Reaching our Community”. We recognise it is Jesus who saves us and transforms us, that the local church working in unity is God’s ultimate vehicle in presenting his love and hope to the world and that as such we seek to influence our world so that all people will find their sense of value, belonging and acceptance through a personal relationship with Jesus Christ. 

The Administration & Finance Ministry

The Administration & Finance Ministry is a support ministry that enables ______ Baptist Church to fulfil its mission & vision. It exists to ensure that every aspect of church life has the administrative support necessary to succeed.
Primary Purpose of the Role

The primary purpose of this role is to develop and lead the Administration & Finance Ministry of the _______ Baptist Church community.  In effectively leading this ministry the incumbent will recruit, resource and develop this ministry appropriately contributing to the Vision of this Church. This role allows for flexibility for when the hours are worked each week, and also allows for the Office Administrator to limit their working hours to 16 per week during School Holidays.
Major Areas of Responsibility

The primary area of responsibility is to provide administrative support to the various ministries of _______ Baptist Church.

This includes:

· Developing the 12 Month Ministry Objectives (including financial and non-financial resource requirements) which outlines what is hoped to be achieved in the next 12 months. 
Leading the Administrative Ministry

This includes

· Establish & maintain sound administrative and financial policies for the church.
· To manage the church office and assist other pastoral team members and people with leadership responsibility to fulfil their roles
· Recruiting & equipping for an appropriate team of people to implement the Administrative Ministry Plan.
· General administrative & office tasks as per appendix 1
· To work with the wider church and their ministries in order to help ______ Baptist Church’s desire to be a ‘family church’.
· Be an active member of the Ministry Team Leaders team, led by the Senior Pastor.
All other areas as designated by the _______ Baptist Senior Pastor from time-to-time

Scope/Authority
· Budget:

As approved by the Church
· Voluntary Staff:
Recruitment of appropriate voluntary team members to fulfil this ministry.
Key Working Relationships
	Most Frequent Contacts
	Description/Purpose

	Senior Pastor
	Leadership and accountability

	Ministry Team Members
	Team members

	Ministry Team Leaders
	Leadership colleagues

	Elders
	Leadership, support and encouragement


Personal & Ministry Skills and Attributes
Whilst we are looking for people to fulfil Ministry Team Leader positions who have the skills and attributes necessary to complete the job, we are also committed to providing the opportunity for people to develop in these roles as well.
With that in mind, where a skill or attribute is indicated as essential, the incumbent may have prior experience in the particular skill or attribute or has shown a commitment to developing the skills and attributes required through a detailed learning and development plan with the Senior Pastor. 
Personal Skills and Attributes
Essential:  
· A devotion to Jesus Christ and His purposes in this world
· Organised and punctual
· Strong written and verbal skills
· A commitment to the purpose, vision, and values of the _______ Baptist Church
· Willing to go the extra mile and contribute to the bigger picture

· Practical communication, pastoral, inter-personal, management and administration, and leadership skills

· Sense of humour and an ability to juggle many balls.

Desirable:  
· Have successfully worked in this area before
Ministry Skills and Attributes
Essential:  
· Team player
· Teachable Spirit
· Able to initiative for self-management
· Understanding of sound administrative systems and processes
Desirable:  

· Understanding of sound finance and accounting processes
To be agreed upon and signed
I have read and understood this Position Description and am happy to commit to carrying it out to the best of my ability.

Position Appointed to: 
Signature:

Date:
Position Appointer from _____ BC : Senior Pastor
Signature:

Date:
