
 
 

ST. PAUL’S LUTHERAN CHURCH 
OFFICE MANAGER JOB DESCRIPTION 

 
Reports To: Congregational Vice President and Board of Elders 

Status:  Part-time (Approx. 20 Hours a Week) 

Office Hours: 9 a.m. to 1 p.m. 

 
 

JOB SUMMARY 
 

The Office Manager is responsible for the efficient operation of the church office, including the coordination of all clerical 
activities.  The Office Manager acts as the receptionist for the church and supports its ministry by serving as the welcoming 
face of St. Paul’s.  The Office Manager supports and works closely with the pastor, church officers, church boards and 
committees, daycare and youth directors, Sunday school superintendent, other employees, and the congregation as a whole.  
The Office Manager oversees most of the communications of the church through correspondence, newsletters, and 
electronic means.  The Office Manager must display and maintain professionalism and discernment in all aspects of the 
position, and the Office Manager must keep all information acquired through the duties of the position in strict confidence. 
 

Essential Functions: 
 Assist the pastor as requested. 

 Ensure that office files are up-to-date and well-organized and that office equipment is clean and well-maintained. 

 Order office supplies as necessary. 

 Greet and assist visitors. 

 Answer telephone and provide excellent customer service. 

 Type, print, and fold weekly and special bulletins, prayer lists, bulletin inserts, and radio scripts. 

 Design and distribute monthly newsletter. 

 Manage ongoing communication through special mailings, greeting cards, postcards, email, and in-house mailboxes. 

 Email/text notices and reminders to church members and boards and communicate with radio station. 

 Maintain church master calendar including dates and times of all meetings, social activities, weddings, baptisms, 
funerals, outside groups, and special events including room assignments, room arrangements, and records of 
charges. 

 Prepare schedules for elders, ushers, radio announcers, acolytes, crossbearers, radio broadcast sponsors, altar 
flower donors, etc. 

 Maintain and update church database, communion, attendance, and cemetery records. 

 Maintain storage of minutes and other pertinent church and cemetery documents and records. 

 Assist with updates to calendar, announcements, and activities on church website and social media. 

 Assist congregational president with preparation for quarterly voter’s assembly meetings. 

 Assist congregational vice-president with preparation for quarterly council meetings. 

 Assist congregational secretary and treasurer as needed. 

 Support daycare and youth directors, Sunday school superintendent, teaching staff, and other volunteers. 

 Report to congregational vice-president and board of elders. 
 

Minimum Skills Required: 
 Knowledge of and appreciation for the Christian faith and local church administration. 

 High School graduate; minimum of three years secretarial or office administration experience. 

 Excellent composition and verbal skills, grammar, spelling, and clarity of presentation. 

 Proficient with Microsoft Word, Excel, PowerPoint, and Publisher. 

 Courteous and diplomatic. 

 Excellent organizational skills. 

 Takes pride in work and strives to achieve the best possible results.  Looks for opportunities to improve work, and 
persists when difficulties arise. 

 Engages people positively, with a demeanor of optimism and professionalism. 


