
 
 
 
 
 
Job Title:  Church Administrator   FLSA Status:     Part-time, Non-exempt (28 hours/week) 
Department:   Administration    Salary Range:   $25 - $30 per hour  
Reports to: Rector     Schedule:  Monday - Thursday               
 
Position Summary:  The Church Administrator serves as the primary administrative support person for 
Christ Church Denver, overseeing church records, office operations, leadership support, and ministry 
administration. Working closely with the Rector and Director of Operations, this position supports the 
mission of the church through excellent organization, hospitality, communication, and service while 
serving as a welcoming point of contact for parishioners, visitors, and the broader community. 
Position Responsibilities:  

Leadership Support 
● Monitor, schedule and manage the Rector’s calendar 
● Prepare agenda and minutes for weekly staff meetings 
● Record and submit Rector mileage report 
● Reconcile and balance Rector monthly credit card transactions 
● Prepare materials for Vestry, Warden, and Worship Committee meetings 
● Assist with the preparation of special service scripts 
● Assist with special projects as assigned by the Rector 

 
Office Management 

● Welcome visitors, parishioners, vendors, and guests to the church office 
● Manage incoming phone calls and direct inquiries to the appropriate ministry 
● Ensure the church office is organized, welcoming, and refreshments are available 
● Sort and distribute incoming mail and deliveries 
● Order office supplies and coordinate maintenance of office equipment 
● Oversee copier and printer support, including troubleshooting 
● Coordinate onboarding logistics, including ordering nametags, plaques, and business cards 
● Organize staff celebrations and events, including birthdays, retirements, and holidays 

 
Church Records & Communications 

● Maintain donor records, membership information, and the church calendar including in-
house facility reservations in the church management system (ChMS) 

● Assist in the preparation and distribution of donor giving records 
● Coordinate contribution envelope information with vendor as needed 
● Create and manage online registrations and forms for ministries and events 
● Design and administer surveys and communication campaigns, providing reports as needed 
● Coordinate and execute church-wide mailings for stewardship, holidays and special events 
● Maintain annual pledge campaign records and provide timely reports 
● Oversee the preservation and maintenance of important church records 
● Coordinate diocesan correspondence and administrative reporting requirements. 
● Prepare the annual Parochial Report and assist with preparation of the Annual Report 

 
Financial Support 

● Administer Columbarium sales, registrations, and records. 
● Assist with the preparation of invoices for payment 
● Assist with weekly and ad hoc bank deposits 
● Administer weekly contribution processing, including gift entry, online giving reconciliation, 

and maintenance of accurate donor giving records within the church management system 



 
Ministry Support 

● Recruit and coordinate volunteer teams supporting weddings, baptisms, funerals, 
confirmations, and special services 

● Coordinate Sunday volunteer schedules, including quarterly schedules and weekly 
reminders 

● Place weekly readings and memorial readings into pulpit book 
● Send RIP notices and memorial communications 
● Create weekly online bulletins for worship services and livestream use 
● Create and distribute weekly music credit slides 
● Coordinate logistics for major church events and retreats (eg. Weekend Away) 
● Support ministry leaders with administrative and logistical needs as assigned by the Director 

of Operations 
 

Essential Knowledge and Skills: 

● Minimum of five (5) years of administrative or church administration experience 
● Strong organizational skills with exceptional attention to detail and accuracy 
● Proficiency with Google Workspace, Microsoft Office, and common AI platforms.  
● Experience with church management systems (ChMS), MailChimp, Canva, and Squarespace 

preferred. 
● Excellent written and verbal communication skills 
● Ability to manage multiple priorities, meet deadlines, and adapt to changing demands 
● Demonstrated initiative, sound judgment, and the ability to work independently 
● Ability to maintain confidentiality and exercise discretion when handling sensitive 

information 
● Strong interpersonal skills with a commitment to hospitality, service, and volunteer support. 

 
Personal Qualifications: 

● Christian character that reflects and embodies Christian values 
● Service-oriented attitude of assisting and serving others 
● Professional and pleasant attitude 
● Teachable nature and humility balanced with confidence and assertiveness 
● Ability to pass background checks 

 
Education or Formal Training: 

● Minimum high School Diploma or equivalent; college experience preferred 
 

Benefits: 

● Group medical/vision/dental insurance, with employer subsidies toward premiums 
● Vacation and sick leave as described in the Employee Handbook 
● Employer contributions into the Defined Contribution Retirement Plan 
● Multiple holidays as published in the Employee Handbook 

 
Work Location:  Church Office 

 

 

Job descriptions are not intended, and should not be construed, to be exhaustive lists of all responsibilities, skills, efforts or working 
conditions associated with a job.  They are meant to be accurate reflections of the principal job elements essential for making fair 
pay decisions. 


