
OFFICE MANAGER

First United Methodist Church O’Fallon
504 E. Highway 50, O’Fallon, IL 62269

PROFESSIONAL ACCOUNTABILITY: Senior Pastor
POSITION: Part Time, Hourly
SUPERVISES: Office Assistant, Volunteers

PURPOSE:
The foundation of this position lies in facilitating the effective functioning of the office staff and
physical facility of the church.   The Office Manager supervises the Office Assistant and
Volunteers.  The Office Manager oversees the communication of the church through
correspondence, a newsletter, and electronic tools, as well as the church master calendar. The
Office Manager acts as the receptionist for the church and manages building use.  This person
will often be the first point of contact and reference for visitors and members. Therefore, a
welcoming attitude and good communication skills are essential.  It is vital that the Office
Manager have a personal and living relationship with Jesus Christ as Lord and Savior, and a
knowledge of and appreciation of local church administration.

POSITION SUMMARY:
Maintain effective communication with all members of the pastoral staff. Act as a leader for the
church office. Act as point of contact to the public and congregation.

RESPONSIBILITIES:
Administrative Duties:
1. Protect the reputation and integrity of others through strict confidentiality
2. Attend weekly staff meetings and facilitate the discussion of administrative issues, keep

meeting notes and provide all notes in a timely fashion to the Pastors and staff
3. Compose correspondence, generate reports and keep accurate church records as required

and when requested
4. Maintain and update the church directories as necessary for office and other use
5. Prepare annual Church reports, and set reasonable deadlines to ensure timeliness (Charge

Conference and Annual IGRC reports)
6. Maintain an Office Procedure Manual as a reference guide for others (volunteers) as

needed
7. Maintain effective operation of church office equipment, ensuring maintenance and

repairs are done as required or necessary
8. Schedule maintenance and inspection of the church elevator, and communicate any

needed repairs to the Trustees
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9. Maintain inventory records tracking use of items borrowed from the church and collect
any monies owed if required

10. Review and edit any printed or digital materials to ensure information is accurate and
current

11. Keep up-to-date records of the Church Council, Trustees and all other committees
12. Maintain office files and the overall filing system/process in an orderly manner
13. Ensure prayer requests are passed to the Pastors and Prayer Groups as appropriate

Calendar:
1. Maintain the master church calendar of scheduled events and meetings
2. Schedule rooms for activities and update the church calendar accordingly
3. Provide available dates for weddings and funerals, as well as the church’s policies for

these events

Computer Maintenance and Digital Records:
1. Demonstrate proficiency in the use of office equipment, computers, and software

including: Microsoft Office Suite: Outlook, Access, Excel, Power Point, Publisher; along
with Google Calendar and other necessary software for job performance

2. Maintain office equipment lease/maintenance schedules and software license records
3. Maintain an up-to-date record of addresses in Breeze (Membership/Contribution)

Local Missions:
1. Handle all requests for local mission assistance (O’Fallon residents requesting assistance

with utilities or rent) – In special cases seek advice from the pastor
2. Keep records of all individuals who ask for assistance to ensure compliance with Church

policy at all times

Mail/Mailings:
1. Sort and distribute incoming mail
2. Check email and the answering machine daily for messages
3. Run labels, prepare & mail correspondence or send e-mails
4. Maintain funds in O’Fallon Post Office bulk and postage due accounts
5. Procure and maintain mailing items needed for packaging and postage of first class, post

card, weighted and bulk mailings
6. Take mail to the post office as necessary
7. Have good knowledgeable of current bulk mailing procedures

Membership:
1. Maintain records of membership and baptisms
2. Request or send certificates of transfer of membership
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3. Prepare baptismal and membership certificates
4. Monitor and record weekly attendance

Purchases and Supply Orders:
1. Develop and monitor the budget for office and administrative expenses
2. Order supplies: office and other supplies (paper, envelopes, copier and computer toner,

bulletins and offering envelopes, candlelight service candles, wedding booklets, coffee,
cleaning supplies, etc.)

3. Orders books or other resources needed for Bible studies and other Church events

Financial Procedures:
1. On the Tuesday morning prior to each payday, ensure the Comptroller has all payroll

information and submits payroll data to the payroll service
2. Office Manager is authorized to sign checks as is the Chairperson of the Finance Team
3. Office Manager only: When possible, have the church treasurer sign checks – checks

over $500 must have second signature
4. Write checks in the absence of the Comptroller, sign checks as required

Receptionist:
1. Display a welcoming, helpful attitude and manner toward all who come into the church
2. Answer all incoming calls, screening and directing as appropriate
3. Screen wedding request calls:  After checking the calendar, direct the call to a pastor,

assist wedding participants with a tour of facilities during working hours, plus type and
maintain supply of wedding booklets

4. Screen all individuals coming into the office for assistance and direct them appropriately

Supervisory Responsibilities:
1. Maintain a leadership philosophy that encourages and develops teamwork
2. Provide leadership, direction, oversight, supervision, and training (as appropriate)  to the

Office Assistant
3. Maintain personnel files in accordance with current personnel policies
4. Supervise office volunteers to include recruiting, scheduling, training and work review
5. Provide authorization forms and run background checks for new hires, staff and

volunteers per the church policy
6. Supervise building keys, security, and access to church members only, for special events
7. Maintain a listing and required paperwork for van drivers and notify insurance company

of any new drivers

Miscellaneous:
1. Order and maintain altar flower chart
2. Order flowers and roses from a florist (Currently there is a standing order of one

arrangement each week from Steven Mueller Florist)
3. Include the flower dedication in the weekly bulletin
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4. Send the cornucopia order to Steven Mueller Florist so that it can be on the altar on the
Sunday before Thanksgiving

QUALIFICATIONS:
1. High school diploma or equivalent
2. Proven office management or administrative experience
3. Skills necessary to accomplish all tasks and responsibilities
4. Experience working with computers including the Microsoft Suite of Tools and Google

Office Suite
5. Capacity and willingness to learn new computer software as needed, and integrate their

functions into daily tasks
6. Excellent communication, organizational, administrative and interpersonal skills
7. Strong team player - willing to work with all church staff, volunteers and community

members seeking assistance
8. Time management skills and the ability to multitask and prioritize work
9. Friendly and approachable - allowing all who enter the church to feel welcome
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STATEMENT OF CONFIDENTIALITY AND EVALUATION:
I understand that the information and activities I deal with in my job at O’Fallon First United
Methodist Church is confidential. I will not discuss it, copy it, or in any way disclose any
information acquired by me, during my employment, except as specifically authorized to do so
by my supervisor.  This includes, but is not limited to, the names of people I encounter, and
financial and gift information.

Any violation of these rules is grounds for immediate dismissal from work and is subject to other
disciplinary processes for infractions of church policy.

The Office Manager works directly for the Senior Pastor and receives an annual performance
evaluation with the Senior Pastor or immediate supervisor.

I understand that I must pass a criminal background check.

I understand that I am required to participate in “sexual harassment prevention training”
provided by the church on an annual basis, to be certified by the SPRC and kept in my personnel
file.

I have read and received a copy of my job description. I understand this overrides anything I
have been given or told in the past.  I further understand that I am expected to follow my job as
outlined above, and that if I have any questions concerning what is expected of me, I will speak
with my immediate supervisor.

______
Employee Date

______________________________________________________________________________
Supervisor Date

______________________________________________________________________________
Staff Parish (If Requested, Mark N/A Otherwise) Date

March 2022 Page | 5


