Buck Mountain Episcopal Church, Earlysville VA – Administrative Assistant Position Description 
Position Title: 	Administrative Assistant
Reports To: 	Priest-in-Charge 
Responsibility:	This position does not supervise other paid staff.
Employment Status:  Regular Part-time, Non-exempt Additional compensated hours may be necessary during peak church holiday seasons.
Location: 	On site 14 hours/week, four of 14 hours may be accomplished from home or on site, times to be coordinated with the supervisor.
Salary & Benefits: [Negotiable based on experience and skills]  

Position Summary: 
Position Summary Under the supervision of the Rector, the Parish Administrator Administrative Assistant provides office support to the parish, staff, congregation and committees, in order to support the ministries and mission of Buck Mountain Episcopal Church. This work includes, but is not limited to: data and records management, phone and email support, supplies and inventory management, communications work, managing use of church space by parish and outside groups, supporting church ministries and committees and collaborating with volunteers. The Parish Administrator will be a resource person for both members and non-members, and a welcoming and responsive presence in our church’s office. Provides support to the bookkeeper, prepares reports, and coordinates church communications. Will prepare worship bulletins and parish newsletter using appropriate software.  

Qualifications & Skills: 
• High school diploma required; at least two years college desired, additional coursework or training in office administration, or communications is a plus. 
• Previous experience in business office or church administration preferred. 
• Proficiency with Microsoft Office (Word, Excel, Access, Outlook)
• Aptitude to learn and use: Sign-up genius, Constant Contact, Publisher, Flocknote, Sign-up Genius, and Rite Worship.
• Familiarity with church management software (e.g., Microsoft Access, or similar tools) is desirable. 
• Strong organizational and time management skills. 
• Excellent verbal and written communication skills including telephone skills.
• Must have ability to maintain confidentiality and handle sensitive financial and personal information with discretion. 
• Familiarity of Episcopal Church and Episcopal liturgy desired
• Self-motivated and able to work independently while collaborating with clergy, staff, and volunteers. 
Work Environment: 
• This position requires regular in-person,  office hours. However,  hours may be adjusted as needed with coordination.  
· Will comply with the employee manual to include:  Dress code for this position is business casual.  
How to Apply: 
Please email your resume and cover letter and your phone number to mlstaley76@gmail.com, Interim Priest at Buck Mountain Episcopal Church.  Please include the phrase “Parish Administrator” in the subject line.
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