
July 7, 2017 

Job Description—HFC Church Administrator  

Purpose of Position 

The purpose of the Hope Fellowship Church Administrator is to be a supporting role to the 
Teaching Elder and the Hope Chairman/Elder, manage volunteer and team logistics, facilitate 
details for Sunday worship and future events, communicate information relating to the church, 
maintain and schedule building usage, and work toward keeping the weekly operations at 
Hope Fellowship Church organized and clear.  

Office Responsibilities: 

1. Manage the church office in conjunction with church treasurer. 

2. To offer a knowledgeable presence during office hours. 

3. Manage the flow of supplies. 

4. Maintain copier and office equipment. 

Communication Responsibilities: 

1. To facilitate church communication: phone, weekly bulletin, social media, Slack app, 
Remind app, etc. 

2. To facilitate and schedule building usage in conjunction with the Deacons. 

3. To maintain and communicate the church calendar. 

4. To maintain Planning Center People database and Planning Center scheduling. 

Support Responsibilities: 

1. Available for direct administrative support for the Teaching Elder and the Hope 
Chairman/Elder. 

2. To work with the Worship leader and coordinate the necessary resources for the 
Sunday worship service. 

3. To work in conjunction with the Teaching Elder to support and maintain Hope 
ministries. 

4. To be available as a resource to ministry leaders and volunteers to help facilitate as 
able. 

5. To support the Teaching Elder in church vision and strategy implementation. 



Character Expectations: 

1. The Church Administrator is to have a real relationship with Jesus Christ.  This belief 
should be lived out in such a way that it is obvious and real to those in leadership of 
Hope Fellowship and the church family.   

2. The Church Administrator is to be a team player and will recognize that working as a 
team is essential to successful ministry.  It is expected that he/she will work closely 
with ministry leaders to develop support teams of volunteers. 

3. The Church Administrator will be disciplined and diligent with his/her time, keeping a 
balance between home and work. One’s family should not be sacrificed for the sake of 
the job or ministry. 

4. Professional review and development should occur through honest and ongoing 
feedback.  Deliberate and meaningful conversations are expected with the Teaching 
Elder on a weekly basis.  An annual evaluation of the Church Administrator will occur 
through the Elders in conjunction with the Teaching Elder. 


