NOTE:
The staffing of this position is anticipatory of a full-time position (see the Employment section below).  However, due to our current funding ability this position will be filled on a half/part-time basis to start and as funds are available will transform into a full-time position.
It is therefore recognized that not all of the duties and responsibilities described will be performed to begin with but, preference will be given to prospective candidates who demonstrate their ability to meet the full scope of the following responsibilities and qualifications.
Position Description:
Administration Team Leader




Trinity Bible Church
Current to:
February 2008
Date of next annual review of this position description: 
January 2009
General:
Consistent with the vision and mission statements of Trinity Bible Church and, under the general direction of the Church Board, the Administration Team Leader shall have responsibility for the effective and efficient administration of the church.  On a daily basis, this position works most closely with and reports to the Senior Pastor.  This position is supervisory and provides supervision for the Administrative Support Team. 
Scope of Responsibilities:

Subject to reasonable direction by the employer, the employee shall perform the following duties and have the following responsibilities:

1. Supervision: 

Develops a coordinated working schedule for administration staff (part time and volunteer) to ensure the church office is adequately staffed during office hours; provides the required office management to ensure that all tasks are effectively and efficiently completed in a timely manner; and, provides the necessary guidance and supervision to any Administrative Support Staff.  Also advises Facilities Staff of necessary items that require attention.
2. Reception:
Greets visitors politely and responds to their inquiries and needs accordingly; answers phone calls, reads e-mail daily and checks and responds to voice mail messages promptly: writes down name and phone number of caller, and messages that are for the pastor or elders board or other parties concerned; ensures the intended receivers get the messages and necessary information; ensures phone greeting is current; picks up mail on a daily basis from postal box; and; opens, sorts incoming correspondence, prioritizes, and routes incoming mail to the respective receivers' mail boxes daily.

3. Information Preparation

Prepares information packages on people or organizations that will be coming to visit TBC; this would include the background of the person/organization, the purpose of their visit and any other relevant information that would ensure an effective and productive visit.  The exception to this would be anyone coming for personal reasons or a scheduled counseling session
4. Worship and Church Services Support:
Updates the Sunday Bulletin and prepares all inserts: prints and photocopies the bulletin; posts the bulletin to the Web; places the bulletin in containers and leaves on the assigned location; prepares PowerPoint slides (songs, sermon outline, announcements, etc.) for practices and Sunday services; maintains a current list of available Preachers and lay Preachers; ensures that the appropriate team leaders (Membership, Christian Development, etc.) are notified re. Baptism, and any other significant events in the life of the church, and obtains necessary supplies for baptism, and communion services.
5. Website support

Updates the TBC Website as directed by the Board, Pastor and other ministry leaders; Reviews all pages of the website for currency of information and ensures that no out of date information is posted; Maintains announcements, web calendar, volunteer lists and other documentation on a daily basis; obtains sound recording and DVD of the weekly sermon from Technical team and posts copies of the weekly sermon with notes to the website;
6. Church Calendar:

Accurately records and updates all church activities, events, meetings, appointments on church calendars daily; updates the website with calendar events, updates all church events and activities weekly; and informs the pastor(s) of appointments and meetings for the day and / or upcoming week.

7. Information Processing:
Prepares electronic and non-electronic (charts, graphs, spreadsheets, transparencies) materials for presentations as requested; drafts and prepares letters as requested by Ministry Personnel; and gathers information, types and collates reports; acts as central point of distribution for all outgoing correspondence; records all correspondence in a church correspondence log.
8. Meeting Support (general):
Schedules meeting spaces and obtains or makes available equipment such as overhead projectors, flip charts, and stationery when requested; upon request sets up all hardware for meetings including video projector(s), and computers.
9. General Meetings of Members:
Types, copies and distributes agenda to congregation two weeks prior to the meeting: places a notice in the Sunday Bulletin at least 2 weeks prior to the meeting; insures notice of meeting is posted on the TBC website; attends the Member`s meeting and records the necessary minutes: Types minutes and has the meeting Chairperson sign off within 5 days; has 2 copies of minutes available in the church office within 2 weeks following the meeting adjournment and posted to the website; and updates the official copy of the church bylaws based on any affecting motion.
10. Church administration (general):
Creates and maintains a practical schedule for weddings, funerals and baptisms; and other church events; updates the church Roll in regards to membership records, updates and maintains the master ministry volunteer schedule based on input from ministry leaders; posts the ministry volunteer schedule to the website; prepares the Sunday bulletin; purchases required stationery, supplies, books, etc; archives church documents; books the church property; arranges rentals of church property; updates the church calendar of events; maintains a workable Key control: reports emergency maintenance issues and damage to church property; provides administrative support for ministry events. 
11. Church Supplies:
Maintains an inventory and arranges for the purchase of supplies required for the efficient operation of the:

· church office and stores supplies in an easily accessible manner; 

· church kitchen for all non-food related items
· washrooms 

· care and upkeep of the church building including all janitorial and cleaning supplies

12. Key Distribution:
Maintains a record of persons who hold key(s) to the church property: records date key was issued or returned; obtains recipient's signature when key is issued; reports loss of key(s) to Chair, Property Committee; and consults with members of the Property Committee regarding duplication of keys or when in doubt.

13. Scheduled Use of Church Property:
Responds to inquiries for the use or rental of church property by noting the name of party requesting use, purpose of use, date and time: ensures that Property Form is properly completed (by office manager and applicant); if rental, send to the Property Committee with all the necessary information to review and approve request for use of property; and when approval is obtained, notify applicant:
14. Maintenance of Church Property:
Reports any damage or maintenance issues of church property to a member of the Property Committee; and engages maintenance specialist if it is an emergency. (see list of contractors approved by Property Committee).  

15. Special events:
Coordinates and liaises with the respective committee/team members and staff and, communicates to participants when there is a special event; and coordinates material for congregation-wide and community mail-outs to media outlets including, for example photocopy materials, stamps, mailing list and posting.
16. Filing and Data Storage:
Organizes files and documents in a manner that the Pastor(s) can retrieve information quickly: cleans out files every 12 months, keeping only critical information to be archived; maintains a Stored Records journal that is up-to-date and accurate; maintains a current church archive log of applicable databases; holds office copies of minutes; makes backup copies of all databases, files and records on computer and stores off-site; and records and updates information (baptism, marriage, death) about church members in Historic Roll.

It is understood and agreed that these duties and responsibilities are not exhaustive and may be interchanged with the changing circumstances in Trinity Bible Church.  In this regard, the employee may not refuse any reasonable requests by the employer.

Experience:
In addition to a demonstrated personal maturity, the incumbent is expected to have a minimum of five years experience in an administrative or organizational capacity.  While not essential, some supervisory experience is desirable.
Qualifications:  

The position requires an individual who has a pleasant personality, is flexible, can be multi-tasked and enjoys being part of a dynamic team.  The following qualifications are considered essential:

· Training or equivalent experience in at least one area of administrative, general records or financial management.

· A good working knowledge and demonstrated proficiency in the use of general office equipment and particularly computers and related office software programs such as, the Microsoft Suite of Office products.
· The ability to efficiently manage e-mail (small and large quantities).  

· Have excellent communication skills, both orally and in writing.
· Be a current member or adherent of Trinity Bible Church
Job Requirements:

Confidentiality is vital to the work required of this position.  A proven ability to demonstrate the necessary degree of discretion is essential.
A current police records check is mandatory.  
The successful candidate is expected to be in agreement with the Associated Gospel Churches “Articles of Doctrine and Faith”.  
This workplace is a Christian faith-based office where prayer is pivotal and faith-led decisions are made under the Associated Gospel Churches “Articles of Doctrine and Faith”.  The successful candidate is expected to be a Christian able to work in full harmony with the vision and mission of Trinity Bible Church.

Hours of work shall be from 0830 to 1600 Monday to Friday.  Other hours worked (e.g. members meetings) shall be negotiated on a case by case basis.
Employment:

The work described herein is administrative management and will be included as integral to and part of the efficiency and product delivery of the office and staff of Trinity Bible Church.  This position is permanent full time and will be subject to the group plans as outlined by the Associated Gospel Churches of Canada.  







































PAGE  
TBC Administration Team Leader – Job Description
Page 1

