
Employment opportunity at First Lutheran Church, Vancouver, B.C.

Church Administrator (Part-time)

Closing date: February 5, 2021 

Expected start: March 2021 

We are looking for a diligent, proactive Church Administrator to be responsible 
for managing the daily operations of the church office, through scheduling 
staff and volunteers, managing the church’s schedule of events, ensuring the 
effective use of church income and keeping accurate records. The church 
administrator coordinates volunteers, works with the community, and supports 
the work of the pastor and other church staff members.  

A successful Church Administrator should be able to handle multiple tasks to 
ensure the church is well-run and maintained. A Church Administrator should 
be generous, efficient, detail-oriented, diplomatic and professional.  They are 
also the public face of the congregation for people who come into the building, 
call or encounter the congregation online through the website and other social 
media platforms.  This position is primarily supervised by the pastor and 
reports to the pastor and church council.

More information about our community can be found on our website at 
www.firstlutheranvancouver.com

 Church Administrator Responsibilities

! Managing daily operations and maintaining office supplies and records
! Providing regular and ad hoc support to the incumbent pastor, pulpit 

supply, music coordinator, church council, and lay leaders
! Managing walk-in traffic and phone inquiries and directing calls/emails 

to the appropriate party
! Maintaining a master calendar of church related events and facility 

usage
! Maintaining subscriptions with service providers such as Microsoft, 

Hostpapa, WIX and others



! Maintaining congregational records such as baptisms, weddings, 
confirmations, deaths, and church attendance 

! Facilitating, planning, and coordinating volunteers for church events.  
These include, but are not limited to, congregational events such as the 
Annual General Meeting (AGM), bible study and/or cross parish events 
such as the annual Community BBQ

! Assisting the church treasurer to create budgets, pay bills, oversee 
payrolls, reimburse members for supplies, and track and record church 
income from donations and sales

! Coordinating and supporting the work of volunteers, delegating 
responsibilities, and following up to ensure the smooth operation of 
certain projects

! Handling church communications and publications, creating and 
distributing bulletins and newsletters.  This includes publishing the 
bulletin and newsletter on the church website and mailing weekly 
bulletins to congregants who do not have internet or email access.  

! Coordinating the preparation, compilation & distribution of the Annual 
Report

! Overseeing church facility maintenance and security operations.This  
includes the enforcement of parking policy, obtaining quotes for 
contractual work, elevator repairs and upkeep, pest control, etc.

! Supervising and coordinating  building rentals, usage by internal and 
external groups.  This includes managing and coordinating building 
rentals, including invoicing, cash/cheque receipts, and processing 
refunds. 

! Assisting with scheduling meetings, renting church equipment and 
facilities, and enforcing church policies for facility use.  Building and 
maintaining relationships with the congregation and community.

! Other duties as assigned and agreed upon

Church Administrator Requirements 

! Familiarity with church communities and how they operate. Experience 
in the Evangelical Lutheran Church in Canada would be an asset.   

! At least 2 years' office or administrative experience 



! Good communication skills (both verbal and written), ability to coordinate 
with other employees and volunteers within the organization 

! Familiarity with office management procedures and basic accounting 
principles.  Experience with QuickBooks is necessary. 

! Strong computer skills (Microsoft Office, Outlook, Mailchimp, WIX 
website management…) and an ability to operate office equipment, 
including minor troubleshooting as necessary 

! Ability to handle stress and problem solve. 

! Ability to keep sensitive information confidential. 

! Ability to work with minimal supervision and to manage own time 
effectively.

Working Hours:

The Church Administrator works in the church office for 25 hours per week 
and is expected to be available by phone and email during normal office 
hours.

We will offer a generous compensation and benefits package based on 
experience and skill level. 

To apply:

Please submit a resume that includes all relevant work and volunteer 
experience along with a cover letter stating your interest and qualifications. 
Three professional references  should also be included.

All application materials should be sent to flc dot vancouver at gmail dot com 
with “Church Administrator Job” in the subject line. 


