[Church Name]

Job Description Document

Administrative Coordinator

	JOB TITLE:
JOB REQUIREMENTS:
	Administrative Coordinator
Growing Christian faith.

Positive attitude.

Able to work well with others.

Able to take direction from others.

Spiritual gift of administration.


	JOB DESCRIPTION:
	The Administrative Coordinator will assist the Navigation and Finance Team in activities supporting the general administrative needs of the church and the details of all facets of church finances.



	GENERAL DUTIES:


	· The Administrative Coordinator should provide positive influence and practical support to the day to day operations of the ministries of the church.

· The Administrative Coordinator should provide detail direction and be the primary person responsible for church finances.
· The Administrative Coordinator should be responsible for all church wide communication, calendar scheduling, and financial management.



	SPECIFIC DUTIES
	Oversee counting procedures, make deposits and data entries into the accounting software for payables, asset classification, contributions, etc.

Keep up to date and accurate records for all assets and liabilities.

Generate monthly reports for the Finance Team Leader to track against department budgets.

Insure all invoices are paid in a timely manner, taking advantage of incentive points where possible.

Provide guidance and direction to the Benevolence team.
See that all financial matters are conducted according to sound financial procedures and policies put in place by the Finance Team.

Serve in a secretarial capacity to the Navigation Team and church when needed.

Maintain an accurate church calendar.

Seek to serve as a resource and purchasing agent for the specific ministries when practical.

Be responsible for all church wide communication.

Maintain an accurate database for the church. 
Seek opportunities to continually develop the skill set needed to accomplish the tasks with success.

The Administrative Coordinator should prayerfully seek to constantly grow her personal relationship with God in order that she may take full advantage of the spiritual gifts received from God.


	OTHER DUTIES
	As directed by the Navigation Team and Finance Team Leader

	ACCOUNTABLE TO:
	Finance Team Leader, Navigation Team Leader



Compensation:

Weekly Hours:

Vacation Days:

Office Hours Policy:

Time Away Policy:

 Benefits:
Sample Task List:

1.  Record all calendar events on the church calendar. 

2.  Make sure that church events are adequately promoted in the email, mail, and announcements.

3.  Insure that all finances are handled in a detailed and accurate manor.

4.  Develop and send out the weekly email.

5.  Keep the website up to date.

6.  Serve as the key contact with the Hospitality Team and Benevolence Team.

7.  Make sure the greeter and sign up tables are adequately supplied.

8.  Create the worship slides, video prep, and hand outs for Sunday.

9.  Serve as a purchasing agent  for supplies used church wide.

10.  Seek to help the church save funds in purchasing supplies and services.

11.  Oversee the counting of funds.

12.  Prep all financial documents.

13.  Make sure all details and procedures are followed by the various ministry teams related to finances, promotion, sign ups, and issues related to liability.

14.  Attend the Nav Team meetings and keep minutes.

15.  Prep and distribute the Nav Team agenda prior to the meeting.
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