FCC’s Office Manager 
Qualifications

· Exhibits Christian character, especially the gifts of grace, patience, and joy

· Diligent in effort, trustworthy with confidences

· Competent with computers and office equipment

· Proficient at desktop publishing and QuickBooks.
General Responsibilities

· Clerical Assistant to Minister 

· Serve as Receptionist for the church, through scheduled office hours.

· Keep church calendar and church usage schedule current internally and publicly.
· Be the communications officer of church in regards to verbal, written or internet communications, internally and publicly, between church members and community. 
· Maintain church membership records in partnership with current church clerk.
· Maintain church finances in partnership with current church financial secretary and church treasurer. This includes bill payments, tax payments and payroll.
· Maintain church meeting minutes in partnership with current board members.

· Maintain church website in partnership with minister and church boards.
· Work in partnership with Trustee board concerning general maintenance & operations of church facility.
· Communicate with church boards and fellowship groups, in regards to the daily, weekly, monthly and yearly activities of church.

· Gather and distribute to appropriate parties church mail.

· Order and maintain church office supplies. 

General Guidelines

· Love the guests

· Serve the members

· Act as liaison to the minister
Recurring Tasks

· Daily

· Pick-up mail @ Saugatuck Post Office/PO Box 633
· Office Receptionist

· Weekly

· Pick-up bank deposit bag @ Chemical Bank Saugatuck branch

· Bill payments

· Payroll
· Bulletin (as needed/directed)
· Church calendar & church usage schedule maintenance
· Back-up of church computer records on My Book Essentials (Store offsite)
· Monthly

· Publicity of activities
· Update website & Facebook page as needed

· Membership Directory upkeep

· Board meeting minutes

· Finance reports

· Federal & State Tax payments

· Newsletter

· Yearly

· Federal and State Payroll tax forms & reports

· Annual Meeting
· Reports
· Constitution updates or revisions

· Occasionally

· Special services (Easter, Christmas, etc.)

· Bulletins
· Publicity
· Weddings:

· Communicate church guidelines with all parties involved

· Church calendar coordination
· Funerals

· Inform the appropriate Shepherd
· Church calendar coordination
· Bulletins

· Special activities (Church Bazaar, Community Events, etc.)

· Publicity

· Church calendar coordination
