Office Manager


St. Matthew’s ‘New Life’ Church, an ELCA Lutheran congregation just east of Madison, is an active and non-traditional community of faith. We are committed to creating a warm and welcoming environment for the churched and unchurched to find a place to belong and to participate in spiritual growth opportunities. Located atop a hill in the open fields in the Cottage Grove area, there are opportunities here for staff, members, and guests to learn, grow, and be creative in serving God.

The Office Manager is a key member of our team. This is a part-time position of approximately 20-24 hours per week. These hours are primarily Monday – Thursday from 8:00a-2:00p and hourly pay will be between $18-20/hour depending on experience and skill. This position is responsible for the daily operational management of the church office, which requires a wide variety of skills.

What this job entails:
· Be the face and voice of New Life Church – greeting guests and receptionist duties of managing the phone, voicemail, mail and email
· Manage church database (non-financial) and roster of those connected to the congregation; maintain up-to-date records of community partners (church membership) and visitors
· Communicate effectively with Pastor, office staff, church council and congregants
· Create hard-copy and electronic communications including weekly email newsletter via Constant Contact, inserts for worship, order of worship for band, and any other publication needed from staff
· Assist Bookkeeper by generating payment requests for invoices received; gathering receipts as needed; sending time sheets for staff to bookkeeper bi-weekly
· Maintain the church calendar; schedule and coordinate duties of various volunteer teams (Prayer, Welcome, Social Purpose, Youth, etc) as well as outside community groups wishing to use church facility
· Assist in coordinating the distribution of gift cards to members of the community
· Order needed supplies, and maintain records for licenses, suppliers, and any outside maintenance needs
· Prepare official documents and maintain records for all pastoral acts (weddings, baptisms, funerals, etc.)
· Manage needs of the facility, including key control, and assure any appearance issues are addressed
· Manage and monitor background-check process
· Perform basic updates on the church website and Facebook page
· Manage and communicate any prayer requests
· Participate in staff meetings
· Other duties as assigned

This job requires:
· Love of Jesus and personal commitment to faith growth
· Positive, professional and upbeat personality 
· Desire to deliver outstanding service and hospitality.
· Exceptional communication skills (oral and written)
· Strong attention to detail with ability to self-motivate and multi-task effectively
· Professional appearance and demeanor
· Solid computer skills, including proficiency with MS Office (Excel, Word, Outlook)
· Ability to work both independently as a self-starter, and also the ability to work with a team
· Strong organizational skills
· Must complete and pass a background check

Reports to: Pastor and Church Council

