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2015 Glenarm Place
Denver, Colorado 80205
Parish Administrator: St. Andrew’s Episcopal Church Denver 
The Parish Administrator at St. Andrew’s serves as the central coordinator for worship services, events, and activities, working in a team environment alongside a dynamic staff in a bustling urban setting. 
Position Summary: St. Andrew’s is a diverse and welcoming spiritual community at the intersection of Capitol Hill, Five Points, and the Downtown Business District. Under the supervision of the Rector, the Parish Administrator has general responsibilities for the management of office functions, including the production and dissemination of parish communications, coordinating the creation of the weekly service bulletin, maintenance of church records and financial data, minor updates to the website, and keeping the parish calendar up to date. The Administrator works collaboratively with the Rector, Wardens, Treasurer, Music Director, Formation Minister, and other key leaders in support of the ministries and mission of the parish.
Hours and salary: This is an hourly position with a minimum of 16 and up to 20 hours per week. Typical hours are Monday through Thursday from 9:00 to 1:00, with final days and hours per day to be set by the Rector in collaboration with the Parish Administrator. Target salary is $24 per hour. 
Personal Qualities: Possesses strong written and verbal communication skills, maintains an effective collaborative style with staff and lay leaders, and is organized and reliable; able to quickly come up to speed on software applications and technology as needed; handles confidential matters discreetly; can set priorities and manage multiple projects simultaneously; works independently and takes initiative to identify and accomplish tasks; establishes goals in consultation with the Rector; and is comfortable working in the urban environment of the parish.
Essential Experience and Skills:
· At least one year of office or customer service experience; 
· A High School Diploma or Associates’ Degree;
· Competence with Windows; MS Office; Google Applications Suite and Workspace administration; and Facebook page management.
Desirable Experience and Skills:
· Non-profit administrative support;
· Familiarity with Christian worship and ministry in liturgical traditions.
· Prior experience with desktop publishing systems.
For information about our parish, our staff, and our mission, please visit www.standrewdenver.org. 
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