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CO-DIRECTOR OF OFFICE ADMINISTRATION
Accounting and Operation


QUALIFICATIONS:
The Co-Director of Office Administration should have strong administrative and organizational skills, with proficiency in Microsoft Word, Excel, PowerPoint; and familiarity with Mailchimp, QuickBooks, and database systems like Servant Keeper and OneDrive. Attention to detail, the ability to manage multiple clerical tasks, and effective communication skills are essential. Experience or aptitude in financial and accounting tasks is preferred.

Confidentiality, integrity, and trustworthiness are critical, as is the ability to interact professionally with staff, members, and visitors. The candidate must be spiritually mature, have a personal and growing relationship with Jesus Christ, and demonstrate a consistent Christian walk that aligns with the values of FCF.

RESPONSIBILITIES:
The Co-Director of Office Administration will work 20 hours per week from 9am to 1pm in-office providing administrative assistance and clerical support to church operations, leadership, and congregation needs. Primary responsibilities include maintaining church data & congregational records, clerical functions, performing day-to-day operations of the office, and providing support with financial and accounting tasks. This role also serves as back-up during the other Co-Director of Office Administration’s vacation or personal days.

Duties:  
Communication
· Answer, respond to, and make telephone calls; check and return voicemail messages.
· Pull online prayer requests and forward them to email prayer chain leader.
· Enter prayers from Connect cards.
· Process main FCF emails

Data Entry/Record Management
· Enter and manage Sunday attendance data; generate attendance reports.
· Checks address and phone updates from Connect card.
· Create attendance sheets for Adult Sunday School.
· Log first-time visitors and visitation records in Servant Keeper, & forward to Lead Pastor.
· Create monthly ministry reports.

Finance & Accounting Support
· Code Elan Credit Card statements and attach supporting forms.
· Print, sign, and mail out AP vendor expense checks.
· Perform a bi-annual comparison of goods purchased.
· Open, and sort mail; assign expense codes for Treasurer with remittance slip.
· Update weekly giving stats on bulletin board and process giving reports. Send copy to Finance Deacon. 
· Work with Treasurer on church financial documentation and records.
· Manage petty cash account and spreadsheet; replenish at bank.
· Running payroll bi-weekly.
· Make sure all vendors have updated exempt forms. 
· Create timesheet and send reminders.
· Report payroll, generate payroll reports, maintain records of staff attendance and vacation time.
· Remind staff and deacons about evaluations and vacation planning.
· Verify EOM (end of month) financial reports to Giving Spreadsheet.

Facility Coordination
· Manages facility issues and upkeep, to include, but not limited to—Everon Security, Koorsen Fire, yearly inspections such as backflow testing, AED batteries, fire extinguishers, yearly floor waxing.
· Calls for service on Facility issues under $500.
· Get quotes on all Facility issues over $500, report to Facility Deacon.
· Maintain Fire/Security Manual. 

General Administrative Support
· Attend staff meetings and alternate taking minutes.
· Assist with other clerical tasks as assigned.
· Maintain a working knowledge of the other Co-Director of Office Administration’s core responsibilities.

SUPPORT:
The other Co-Director of Office Administration and Pastoral Staff are available to assist with all aspects of the Co-Director of Office Administration’s work and position. The church office is available as a resource only to staff and teams. All advertising flyers/inserts must be completed by ministry team prior to office support. 

ACCOUNTABILITY:
The services of the Co-Director of Office Administration are retained by Elders, which will take under advisement the sentiments of the Lead Pastor. The Lead Pastor supervises the position. There will be scheduled meetings with the Lead Pastor and Co-Director of Office Administration collectively and individually. Yearly goals are encouraged. Yearly reviews will be conducted and will be discussed with the Elders and Co-Director of Office Administration.











NOTICE:
As a courtesy, two weeks’ notice of termination or separation is encouraged.


Signed:



______________________________________		____________________
Co-Director of Office Administration			Date




______________________________________		____________________
Pastoral Staff  						Date
3/23/26
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