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Job Description: Parish Administrator

Reports to: Rector

Employment Status: Part-time Salaried. Position is 20 hours per

Work Environment: In-Person, Monday through Thursdays 9:00 am – 1:00 pm, hours may can
be adjusted with coordination and discussion.

Salary & Benefits: Negotiable. Two weeks of Vacation per year; one week of Sick Time per year; and
all Federal Holidays. 

If the position is 20 hours per week then 403b is automatic
5% employer contribution with an additional match up to 4% if employee
contributes up to 4%.

The Parish Administrator provides essential administrative, financial, and communication support to
ensure the smooth operation of the Parish. This role requires strong organization skills, attention to
detail, and ability to manage multiple tasks efficiently. This role serves as a key point of contact for
parishioners, staff, and vendors, maintaining financial records, preparing reports, and coordinating
Parish communications.

Communications: Function as a hub for Parish Communications
• Receive the public.
• Answer the phone and retrieve voice mails.
• Send and respond to emails.
• Handle/sort the mail.
• Communicate with Rector; Senior and Junior Wardens on needs of the Parish.
• Coordinate with Cleaning Crew if events are on date of cleaning, Friday mornings.
• Weekly emails to the Parish through Constant Contact.
• Setup Text Messages weekly and monthly for various programs.
• Update website with announcements, events and bulletin weekly.
• Use PowerPoint to create announcements for Website, iCloud Narthex TV and Bulletin Board.

Clerical:
• Create, edit and print Bulletins for Sundays, special occasions and Holy days.
• Pass visitor information on to Rector.
• Create Birthday Cards for Rector and Deacon to Sign Monthly.
• Maintain a tickler system to daily mail things like birthday cards or other items.
• Handle Letters of Transfer and maintain Membership Software and Register.
• Maintain filing system.
• Maintain Google Calendar for the Parish which feeds the Website calendar.
• Call for equipment maintenance as needed.
• Maintain PowerChurch database for Membership, Accounting/Checks.
• Order office and kitchen and bath supplies through Staples or Costco.
• Pastoral Care, notify the weekly person who all needs visits or calls.
• Update Prayer Listing for Rector to make calls and for Prayers of the People.
• Order Nameplates for the Memorial Garden Plaque.
• Check Defibrillator weekly that battery is still working.




Financial:
• Cut checks for bills and reimbursements.
• Pay online bills such as Water and Copier.
• Print individual Contribution Statements as requested.
• Access predetermined Financial Reports such as Budget, Changes in Equity.
• Assemble Hours and prepare Payroll information monthly for approval.
• Coordinate information and filing out of Parochial Report by March 1st in conjunction with the treasurer.
• Coordinate information and filing of Worker’s Compensation with the Diocese.
• Coordinate information and filing of Audit Annually with the Diocese by September 1st.
• Administrator for Fidelity to push contributions for lay employees of 1,000 hours per year.
• Serve as Online Giving Administrator through Amplify/Ministry Brands
o Help parishioners if they have trouble updating their online giving.
o Pull reports as needed for financial consideration
• MAP Administrator for Church Pension Group: to be done with Treasurer.
o Update Compensation, Hire and Termination Dates.
o Update Property Insurance as needed.
o Update Pension information as needed.

Qualifications & Skills:
• High school diploma required, additional experience in office administration, accounting or
communications a plus.
• Previous experience in office administration, bookkeeping, or church administration preferred.
• Proficiency with Microsoft Office (Word, Excel, Outlook) and familiarity with Church
Management Software preferred. We use PowerChurch but similar to ACS, Realm, Quickbooks.
• Strong organizational and time management skills.
• Excellent verbal and written communication skills.
• Ability to maintain confidentiality and handle sensitive financial and personal information with
discretion.
• Self-motivated and able to work independently while collaborating with clergy, staff, and
volunteers.

How to Apply:
Please email your resume and cover letter to St. Francis of Assisi Episcopal Church, Attention
The Reverend Jamie McAdams, at rector@saintfrancisindiansprings.org to be considered for
this position.
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