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Position Summary

This position supports Our Saviour’s Lutheran Church and its mission to “share God's story, 
grow in God's love and serve God's world…. together” by coordinating the office and business 
administration functions.  This includes welcoming visitors in person, by telephone, or through 
email; supporting communications through newsletters, the website, and other internal and 
external correspondence; providing support and materials for congregational worship and 
service activities; scheduling events and property usage; and ensuring effective record keeping 
and filing systems and office workflow procedures.  Additionally, this position performs some 
basic bookkeeping activities such as monitoring office expenses, recording deposits and 
expenses, and monitoring invoices and collections. All functions are performed under the 
direction of the Pastor, who is the Personnel Supervisor.

Duties and Responsibilities

1. Serve as receptionist for the church, welcoming visitors in person, by telephone, or through 
email.  This may include answering inquiries about the congregation and its activities, 
directing visitors to appropriate resources, sorting mail, answering and screening incoming 
calls, setting appointments.

2. Create a welcoming and secure environment by ensuring that the reception area is tidy and 
presentable while following procedures for security and controlling access to confidential 
information.

3. Maintain calendars and schedule meetings for the Pastor as well as for congregational 
activities, property usage, and volunteers.  

4. Produce, proofread and edit regular and special occasion worship material including 
bulletins, presentations, and other material as needed.

5. Support internal and external communications for the Pastor and the congregation through 
regularly published newsletters, maintaining the currency of information on the website, and 
other correspondence with groups and individuals.

6. Ensure efficient operations by ordering supplies and keeping inventory of stock, maintaining 
files and records with effective filing systems and databases, including membership.  

Position Description 
POSITION TITLE Office Coordinator DATE APPROVED 9/7/2017

REVIEW DATES

POSITION TYPE Full time; non-exempt  
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7. Monitor office expenditures, and interact with external vendors and with groups renting 
space on the church campus.

8. Assist with bookkeeping activities such as arranging counters for church offerings, recording 
member offerings, and preparing invoices as needed.Perform additional duties as assigned.

Supervisory Responsibilities

This position has no direct supervisory responsibilities, but may provide direction for volunteers 
assisting with office duties on occasion.

Physical Requirements/Working Conditions

This position is located on the campus of Our Saviour’s Lutheran Church.  The normal work 
week for office employees shall consist of five (5), 8-hour days.  Ordinarily, work hours are from 
8:30 a.m. - 5:00 p.m., Monday through Friday, including one thirty (30) minute (unpaid) lunch.  
Employees will be paid for two fifteen (15) minute breaks, one in the morning and one in the 
afternoon.

• Requires extensive sitting with periodic standing and walking. 

• May be required to lift up to 20 pounds. 

• Requires significant use of personal computer, phone and general office equipment. 

• Needs adequate visual acuity, ability to grasp and handle objects. 

• Needs ability to communicate effectively through reading, writing, and speaking in 
person or on telephone. 

Qualifications

• Associate’s degree or related experience preferred.
• A minimum of 2 years of experience in an office environment.
• Strong communication, organizational, analytical and bookkeeping skills.
• Computer proficiency and willingness to learn new software as needed.
• Ability to handle sensitive information in a confidential manner.
• Demonstrated high level of professionalism and integrity.
• Familiarity with a church environment.
• Ability to work independently

• COMPENSATION AND BENEFITS 
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Pay is consistent with wages for similar positions in churches and not 
for profit organizations, and in consideration of the background, training, 
and experience of the employee. 
  
Vacation time is earned monthly and may be used after six months of 
service.  Two weeks of paid vacation are earned in the first four years 
with increases after that time. Eight paid holidays are observed. 
  
Sick Leave is earned upon hire, with one hour of paid sick leave for 
every 30 hours worked as required by law. Other leaves are available 
for special circumstances (eg, bereavement, jury duty, military service). 
  
The church uses a “defined contribution” approach for medical 
insurance, contributing a fixed amount determined on an individual 
basis at time of employment and reviewed annually.   
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