
JOB DESCRIPTION 

 OFFICE MANAGER/ADMINISTRATIVE ASSISTANT 

 First Presbyterian church 

 Sapulpa, Oklahoma 

 

Purpose: 

 1. To Supervise the directed Church Administrative and Maintenance Personnel as 

requested by the Pastor(s), Personnel and / or Trustees. 

 2. To control office and maintenance expenses. 

 

Reports to:  Session 

 

Supervised by:  Head of Staff 

 

Supervises:  All Office and Maintenance Personnel 

 

Coordinates with: Pastor(s), Church Staff and All Church Boards. 

 

Directs and Controls: 

 1. All office and maintenance personnel. Hires and reviews, with the guidance of the 

Personnel Committee, any needed office or maintenance personnel that has been 

approved by Session. 

 2. Organizes and directs the Office Volunteer program. 

 3. Oversees purchase and maintenance of office equipment and supplies as needed. 

makes all necessary purchases authorized by appropriate Boards. Avoids 

unnecessary costs. 

 4. May institute purchases through purchase order system. Verifies authorization of 

purchases. Secures competitive bids on supplies and labor when needed. Initiates 

contracts on labor when needed. 

 5. Maintains a continuing inventory of office supplies and equipment. 

 6. Receives and audits all invoices regarding office supplies before approval for 

payment. Verifies appropriate approvals. 

 7. Controls church availability and institutes procedures for opening and properly 

closing of the church for all groups using the church. 

 8. Secretarial duties: performs or delegates the following Secretarial duties with the 

help of other office staff and or volunteer program within the church. 

   1. Provides general secretarial and receptionist duties for the church, Pastor(s) 

and Staff. 

   2. Maintains Church calendar 

   3. Stays proficient with the use of PC computer. Expert with word-processing 

and desktop publishing software. Produces necessary correspondence with 

desktop publishing computer system. 

   4. Picks up, sorts and delivers mail daily. Prepares bulk mailings. Keep and 

update Friend/Visitor mailing list and PYM mailing list. Keep shut-in list; mail 



out bulletins and Upper Room. Update “Presbyterian” mailing list quarterly. 

   5. Produces weekly and special worship bulletins, children’s bulletins, inserts 

and monthly newsletters. 

    6. Maintains hearing aids for Sanctuary. 

    7. Maintains Chancel Flower calendar; orders special flowers as needed. 

 

JOB DESCRIPTION - Financial/Membership Secretary 

 Revised - September, 1990 

 

FINANCIAL DUTIES 

 1. Deposit and record monies for General Fund, Designated Fund, Building Fund, 

Memorial Funds and Flower Fund. 

 2. Post pledge amounts (weekly) to the computer and send out quarterly statements to 

members. 

 3. Maintain Memorial notebook recording the names of individuals giving to the 

Memorial account and the name of the person the money was given “In Memory Of”. 

 4. Keep general ledger and verify and write checks for all invoices. 

 5. Write payroll checks and tax checks; make quarterly and end-of-year tax reports; 

maintain payroll records on all employees. 

 6. Prepare and type monthly financial reports for Session, Trustees, Mission 

Committee and Sanctuary Committee. 

 7. Work with Stewardship Committee - processing new pledge cards; maintaining on-

going reports during the Stewardship Drive; assisting in final report to the Budget 

Committee. 

 8. Work with Budget Committee - writing memos and letters for the Chair; pulling 

special reports on budget spent-to-date; making worksheets for budget committee; 

attend the budget committee meetings (approximately 3); type new budget for 

Session and distribute after approval. 

 9. Work up end-of-year Annual Report and Statistical Report. Close out end-of-year 

and open up beginning-of-year. 

 

MEMBERSHIP DUTIES 

 1. Maintain all membership rolls including Active members, Inactive members, former 

members, baptisms, weddings, confirmands, removals from membership, transfers 

and deaths. 

 2. Maintain attendance record on all Active and Inactive members. 

 3. Work with Membership Committee regarding members who are in danger of 

becoming Inactive. Mail set of at least four letters to Inactive members, have 

Membership Committee approve members to be placed on Inactive Member Roll 

and type appropriate letters. 

 4. Work up weekly visitors list recording name, address, phone, number of times 

visited, miscellaneous remarks and letter mailed or contact made. 

 5. Maintain visitor file with attendance information, their visit dates and our contacts 

with them (i.e. phone calls, letters, and in-house visits). 



 6. Work with Outreach Committee to process Prospective Members list. contact 

Prospective Members (PM), arrange Outreach appointments with PM’s, supply 

Information Packets for PM’s, follow-up on Outreach in-house visit with PM’s and 

then, hopefully, walk prospect through the New Member process. Prepare and type 

Outreach monthly report for presentation to Session. 

 7. Compile Callee Lists for monthly Session that is comprised of a list of three or four 

names needing visitation, and index cards for each with name, address and any 

miscellaneous information provided. 

 8. Compile and update the College Student List for mailings, address books, etc. 

 9. Compiling the Address Directories for each year. In the past it was done by the front 

office but as Sharon left and Melissa came on, I took the responsibility. 

 

OTHER DUTIES 

 1. Cover phones and door when Melissa is away from desk and/or office and covering 

her office when she is gone on vacation or sick leave, which included getting out the 

bulletin if necessary. 

 2. Proof most bulletins and newsletters and special mailings. 

 3. Pull mailing labels for mailings. 



 


