Office Coordinator Job Description 

Theological Statement: To support and facilitate the administrative work and communication of Whitmore Park United Church.

General Position: This position provides receptionist, general office duties and financial recording duties for Whitmore Park United Church, under the oversight of the Official Board, in consultation with the ministerial staff.

Relationship:

1. To work as a Team Member. To consult and work cooperatively with the Minister, Caretaker, Music Director and the Whitmore Park United Church Board and its committees.

2. To consult and meet, not less than once a year, with the Ministry & Personnel Committee for Performance Evaluation and salary review.

Key Responsibilities:

1. Facilitating and secretary to the minister relating to all clerical and administrative functions.

2. General office administration.

3. Maintaining a high degree of confidentiality.

4. Communicating pleasantly, discreetly and sensitively with callers or visitors to the church.

5. Being able to work independently and cooperatively as part of the church team.

6. Being able to respond appropriately to any situation and determine if further action is needed, such as referrals.

7. Maintaining the church office in a neat and orderly way.

8. Maintaining church records in an ongoing manner.

9. Ordering adequate office supplies.

10. To use computer skill in carrying out office duties such as preparing bulletins, including announcements, correspondence, emails, databases, reports, and Simply Accounting.

11. Booking facilities, contacting appropriate persons or groups.

12. Keeping a Master Church Calendar.

13. Communicating to other staff any necessary information they may require in relation to their responsibilities.

14. Financial work:

a. Receiving funds and providing staff support to Treasurer and Finance Committee.

b. Code all invoices and receipts.

c. Payroll duties - to receive the monthly telephone call from ADP and give any updated information received from the Finance Committee.

Qualifications:

1. Grade 12 and a secretarial (or equivalent) course.

2. Word Processing, spread sheets and computer skills, including Simply Accounting.

3. Two years experience in secretarial and receptionist work.

4. Good written and verbal communication skills.

5. Good interpersonal skills.

Conflict Resolution:

In the event of a conflict the Office Coordinator will participate in attempts to resolve the matter with the person(s) involved. If there is no resolution, the Office Coordinator shall contact the Ministry & Personnel Committee to meet regarding the concerns. It is the responsibility of the Ministry & Personnel Committee to work with the Office Coordinator and other persons to resolve the conflict.

Evaluation:

A yearly evaluation will be conducted by the Ministry & Personnel Committee, consulting with the Minister and Whitmore Park United Church Board.

An evaluation will take place at the end of the six month Probationary period and then after the next six months and annually after that date.

Vacation:

You will be provided with a one month paid vacation leave each year which is usually taken during the month that Whitmore Park United Church is closed for the summer, unless for exceptional circumstances.
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