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Description automatically generated]Part-time Church Office Administrator

The Church Office Administrator manages front office activities, directs internal and external communications, and oversees facility use for church ministries and external clients. 

Responsibilities include office administration, communication, and facility use management. The ideal candidate has a high school diploma or equivalent, 2+ years of experience, and a commitment to the church mission.

Summary 
• Job Title: Church Office Administrator

• Job Purpose: Manage front office activities, direct internal and external communications, and oversee the use of facilities.

• Key Responsibilities: Office administration, communication management, and facility use management.

[bookmark: _GoBack]• Essential Qualities: Vibrant faith, exceptional interpersonal and communication skills, and ability to work well with diverse groups.

• Key Responsibilities: Managing church operations, improving processes, and ensuring quality control.

• Supervision and Evaluation: Reports to Pastor and Executive Pastor, with evaluations conducted jointly by Pastor/Executive Pastor and Human Resources.

Application & Contact Information
Interested candidates are invited to apply by submitting a resume and brief cover letter outlining their interest and qualifications for the position. Resumes will be reviewed on a rolling basis until the position is filled.
To apply or to request additional information about the role, please contact the church office using the details below:
· Email: etaylor@csbcog.org
· Phone: (804) 648-8919
· Office Hours: Monday–Thursday, 9:00 a.m.–5:00 p.m.
All inquiries and applications will be handled confidentially.
Equal Employment Opportunity (Virginia)
The Cedar Street Baptist Church is an Equal Employment Opportunity employer under Virginia law. All qualified applicants will receive consideration for employment without regard to any status protected by law. As a faith‑based organization, the church may give preference in employment to individuals who support its mission and beliefs, as permitted by law.
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