Bethel Presbyterian Interim Church Administrator - Job Description

The purpose of this role is to provide as single point of contact for non-pastoral membership and congregational needs, support for committees, and leadership groups at Bethel Presbyterian Church Scotsburn.
The Church Administrator must:

· Have a caring attitude, excellent people skills, and high integrity

· Be accessible, responsive, and flexible to handle the changing needs of the church
· Have organization, communications, computer and administrative skills 
· Have a knowledge of printers and copiers 
· Have knowledge of the Bethel Presbyterian Church and be able to coordinate the unique schedule

Because of the nature of the roles, this person must have appropriate experience and must be able to properly handle confidential information in a careful and secure manner.  Additionally, the willingness to learn new skills, work as a team player, and overall dependability/accessibility are very important.

The List of responsibilities include:

· Check phone messages, and respond as needed, or forward to appropriate persons
· Check postal mail, and respond as needed, or forward to appropriate persons
· Check and respond as needed, or forward to appropriate persons, any incoming e-mails 
· Order supplies for upcoming seasons- liturgies, bulletin covers
· Make contact with Burns Memorial regarding any mail/ notices for bulletins

·  Make sure files for special groups are updated
· Do general office organization 
· Provide a central email/contact for bulletin notices
· Make use of computer to (format and print weekly bulletins)
· Make sure ministers are paid for their services

The interim administrator will make contact with all special volunteer groups that are a part of Bethel Presbyterian, as well as make contact with Burns memorial regarding any messages or mail. 

This may include: Clerk of Session and Elders, Board of Managers, Choir, various AMS groups.

As interim administrator, it may be necessary to contact our Moderator, the Reverend Charles MacPherson. 
The Church administrator shall work 4 hours on one given day, Monday-Friday. The pay will be set at $20.00 per hour. Payment schedule will be negotiated between successful applicant and Board of Managers. The administrator shall work closely with other members of Bethel and volunteers. The appointment is subject to a recommendation by the Board of Managers, and the Bethel Session.
