Interim Church Administrator
Quarter-Time Position (12hrs a week)
Date of Creation 1/8/25

Anticipated length of position: February 1st – April 30th, 2026.
Position work hours: 9:00 am -12:00 pm, Monday to Thursday
Position Supervisor: The Pastor is the direct Supervisor. 
Essential Duties:
· Answer phone calls and email inquiries during office hours (and respond to voicemails or emails that came in after office hours). 
· Collect Sunday worship prayer requests and distribute them to the Deacons, Staff, and Pastor.
· Church Calendar Management
· Coordinate with all church campus use needs.
· Schedule room use, ensure room keys are available and/or issued for group needs outside of office hours, and ensure all keys are returned. 
· Complete vital church publications
· Weekly Sunday bulletin.
· Memorial publications as needed.
· March and April Pres Press (church newsletter).
· Oversee and respond to church office supply needs.
· Coordinate with the Clerk of Session, key Committees/Teams, and Staff on church record requests and needs. 
· Facilitate walk-in requests for Script (gas and grocery request needs) with the Pastor.
Paid Sick Leave: Accrued and used in accordance with State regulations
Please contact Personnel Committee Elders, Greg Smith and Tonya Church, for inquiries into this position opportunity, at: gasmith49@aol.com and tonya.church@comcast.net. 
NOTE: Training for all Essential Duties will be provided, and continued training requests will be responded to in a timely manner to ensure this Staff member is fully resourced. 



