[image: St Andrews Presbyterian Church Houston logo]

JOB DESCRIPTION: CAMPUS DIRECTOR
Position: Full Time, Exempt
Reports To Executive Pastor

Accountable Relationships
· Direct Reporting to Senior Pastor (CEO)
· Member of Church Staff
· Close Coordination with Ministry & Worship Directors
· Supervisor of Financial Secretary, Financial Gifts, Technology & Equipment, Custodian & Security
· Staff Liaison to Resources & Facilities Ministries
Focus

St. Andrew’s Presbyterian Church is seeking a candidate with Christian values, a heart for service, and a desire to grow Christ’s Kingdom by becoming an integral part of St. Andrew’s leadership team as the Campus Director. The Campus Director furthers the vision of St. Andrew’s Presbyterian Church of One Campus, One Ministry by providing coordination and oversight for financial, personnel, and facilities operations of St. Andrew’s Presbyterian Church. The Campus Director oversees and manages the day-to-day operations of the following work processes. Responsibilities to include:

Financial Administration
· Along with the Financial Secretary, help to create and analyze the administration, budgeting and reporting processes for the church
· Lead the Financial Gifts Coordinator in supporting the church stewardship and legacy gifting campaigns
· Oversee all financial income from church gifting, legacy gifts, 3rd party usage fees and school tuition and billing
· Work with the Financial Gifts Coordinator to create and analyze reporting for church giving statements and school tuition statements
· Manage expenses within direct control to budget
· Ensure highest degree of transparency, accuracy and accountability in financial reporting and budgeting.
· Constantly seek ways to reduce facilities expenses and improve effectiveness of related processes. 
Technology & Equipment
· Manage onsite technology and equipment staff 
· Work together to ensure functional computers, printers, copiers, AV, phones and internet access
· Execute and maintain contracts with outside providers for technology, equipment, software and applications
Security
· Manage onsite security staff 
· Ensure adequate onsite security presence weekdays, Sundays and special events
· Help to create security policies and procedures including training and drills
· Main point of contact for locks, door codes, signage and security camera
· Develop and maintain relationships with providers and emergency response personnel
Custodian
· Ensure that all custodial needs of the organization are met with the Custodial staff
· Create and maintain trash and recycling programs
· Confirm and coordinate event setup and teardown schedules 
Personnel Administration
· Maintain personnel policies, procedures & handbook
· Make recommendations for improvement to Resources committee commensurate with governing laws, statutes, and requirements.
· Maintain personnel records for the organization
· Keep job descriptions and organization charts up to date
· Execute regular external compensation and benefits benchmarks
· Manage personnel benefits of Workers Comp, Health Insurance, Health Savings Accounts, and Vacation
· Manage personnel processes of hiring, performance reviews, corrective actions, and terminations with all staff supervisors across the organization
· Develop training materials and manage training processes
· Supervise and develop direct reports
Contracts & Purchasing
· Manage property and liability insurance to ensure adequate coverage at the best price for the organization
· Manage all third party contracts and negotiate best services at the best price and terms for the organization
· Set purchasing policies and procedures and determine what purchasing will be done centrally on behalf of the organization
· Manage and supervise third party relationships to maintain the property
Repairs & Maintenance
· Conduct weekly property and facilities inspections 
· Manage third party inspections as required
· Schedule and manage timely repair and maintenance activities on a proactive and reactive basis as warranted


Space Management
· Along with Ministry Director, take the lead in coordinating with Resources, Strategic Planning and Facilities committees the planning, developing, coordinating and executing any remodeling or upgrades to the facilities, furniture, fixtures and equipment
· Maintain appropriate campus signage
· Create and maintain profile of all spaces on the property including check lists for each space for capacity, setup and take down
· Proactively manage campus space and provide leadership with regular space usage reporting and prepare yearly reporting for Financial Secretary use in accrual accounting and audits
· Work with Communications Coordinator function reporting to the Ministry Director to execute space reservations by ensuring  the appropriate Security, Technology & Equipment, Utility Control, Parking, Signage and Setup/Take Down needs
· Develop appropriate relationships with neighbors and key staff of the City of West University Place to ensure professionalism and positive relations in the execution of the church’s business and mission.
· Ensure compliance with applicable codes and regulations for the management of all property, facilities, green spaces, parking, easements and other requirements in the execution of the church’s business. Proactively bring any issues to the attention of the Sr. Pastor in a timely manner.

Ideal Background
· Personal faith in Jesus Christ and active member of a local congregation
· Five years’ supervisory experience or equivalent
· Bachelor’s degree preferred
· Knowledge of generally accepted accounting principles
· Knowledge of human resources practices and procedures
· Knowledge of contract and purchasing practices
· Knowledge of facilities and property management practices
· Knowledge of technology systems and infrastructure
· Proficiency in technology needed to execute day-to-day responsibilities
· Ability to handle confidential information with discretion
· Excellent communication skills, both written and verbal
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