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Administrative Coordinator (Part-Time)

The Administrative Coordinator acts as the general office manager of the church office, and assists the
Pastors, Elders, Directors, Treasurer and other church staff and volunteers with administrative functions.

The position requires excellent organizational skills, financial management acumen, strong
communication skills, office administration skills, and an ability to work effectively as a part of a team.

The position is part-time at 12 hours per week, with possibility to increase to 15 hours in the future.
QUALIFICATIONS
Knowledge, Skills, and Abilities:

e Excellent verbal and written communications skills.

e Strong time-management and task-management skills.

e Strong interpersonal skills.

e Ability to prioritize and achieve results effectively in response to numerous and diverse
challenges and demands in an environment of shifting priorities.

e Ability to identify and analyze problems and issues and resolve them or develop alternate
solutions.

e Ability to work effectively in a team-based environment.
e Numeric reasoning skills with attention to detail.

e  Working knowledge of software within an office environment, including Microsoft Office,
financial systems, website maintenance, etc.

KEY DUTIES and RESPONSIBILITIES

e Financial Management - Administers financial processes including recording donations,
processing bank deposits, processing invoices, payroll and cheque/EFT payments, producing
donation receipts, generating financial reports; completes required forms and government
documents; supports the year-end external financial review; supports annual insurance
requirements; manages financial activities in the financial system (i.e., PowerChurch).

e Office management — Greets visitors to the church during office hours, answers the phone,
checks/responds to voicemail and emails; distributes mail; supports booking/rentals of the
church; orders supplies as required; maintains a list of key holders and distributes/collects keys
as required; coordinates resource requests with the church librarian; provides administrative
support to Pastors and other ministry leaders as required.

e Records management — Maintains the official records of the church in various hardcopy and
electronic formats, including government documents, agendas and minutes of official meetings,



policies and procedures, etc.; acts as recording secretary for official member meetings and
supports the Board Chair with meeting logistics; maintains membership information including
member lists, marriage and baptism records, police record check documentation, etc.

e Communications management — Supports the various communications channels of the church
including website, social media, church membership platform (e.g., Church Centre) through
content creation and updates; maintains a content calendar for the church sign and updates
content as scheduled; maintains the church calendar; manages the information cubes in the
church foyer and the display of periodicals

e Other duties — supports ministry leaders with administrative functions as required; other duties
as assigned

OTHER DETAILS

Job Type: Part-time; 12 hours per week (4 days from 9:00 a.m. to 12:00 noon) with possibility to increase
to 15 hours per week (5 days) in the future

Reporting to: Pastor

Wage rate: $22.50 per hour

Work Location: In person; 216 Silvercreek Pkwy S, Guelph
APPLICATIONS

Please submit a cover letter and resume to resumes@guelphbiblechapel.ca prior to July 7, 2023
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