
Part-Time Office Administrator – Holy Love Lutheran Church 
 
Overview  
The Office Administrator of Holy Love Lutheran Church (HLLC) will be responsible for 
managing the daily operations of the office, creating weekly and monthly and annual 
publications, and ensuring that visitors, volunteers and members of the congregation feel 
welcome.  
 
The ideal candidate will be highly organized, detail oriented and comfortable working 
independently, sometimes alone, at times throughout the week and year.  The environment 
is casual, friendly and quiet.  The hours for this part-time, 20 hour per week position are 
Monday – Friday, 9am – 1pm.  Some additional hours may be required at busy times of the 
church year.  
 
Duties and Responsibilities  

 Communicate with visitors, groups who hold meetings here, members, pastor, 
preschool and other staff via e-mail, phone, face to face discussions, texts, etc. 

 Produce and print weekly bulletins for church services 
 Create and send out weekly E-news and prayer updates to congregation members 
 Create and distribute a monthly newsletter 
 Prepare and print information submitted for the Annual Congregational Report 
 Assist with publication on the Facebook page, website and other social media 
 Manage the calendar and approval process for usage of church facilities 
 Work closely to assist Council Committees in achieving their desired outcomes  
 Maintain and provide information regarding church attendance and the parish 

roster 
 Order office, worship and building supplies 
 Perform other duties as outlined in the detailed office administrator job description 

 
Qualifications  

 Excellent people skills, with the ability to work with a wide variety of people who 
seek support from the church 

 Strong verbal and written communication skills  
 High attention to detail, extremely organized, with the ability to take information 

from multiple sources and compile into one single document 
 Work independently and with limited supervision 
 Skilled at use of various computer programs including Word, Excel, Publisher, and 

other church related database software 
 Experience working in a church environment is preferable 

 
Compensation $14 - $15/hour, based on experience 

 Paid holidays.  PTO, after 6 months of employment, accrued per period, to total 2 
weeks per year 
 

About Holy Love Lutheran Church 
Holy Love Lutheran Church is a friendly and welcoming congregation.  When people first 
arrive for worship, they are likely greeted by someone at the door ... and, if they look lost, 
by one or two other people who will help them find what they need.  
 



People dress in a way that's comfortable for them. You'll see people here wearing suits, and 
you'll see people wearing t-shirts and shorts.  
 
Worship is liturgical (following an ancient order and structure), and at the same time 
informal.  It's not unusual for the congregation to be perfectly still and quiet, for children to 
be scurrying about and making some noise, or for almost everyone to be laughing together.  
 
We celebrate the Eucharist (Holy Communion) every week, and everyone (no, 
really, everyone) is welcome to receive bread and wine, which we recognize to be the Body 
and Blood of Christ.  
 
“Holy Love Evangelical Lutheran Church is committed to proclaiming and living the good 
news of God’s Love in Jesus Christ as we gather for worship and study, and scatter for 
witness and service to our neighbors.”  
 
To Apply  
Please send an e-mail to admin@holylovelutheran.org.  Please include your resume as well 
as a cover letter answering the following questions:  

 What interests you about this position 
 What makes you an ideal candidate for this job 
 Describe your ideal working environment and culture 
 Salary requirements 
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