
MOUNT CARMEL BAPTIST CHURCH 
POSITION DESCRIPTION 

CHURCH OFFICE 

Job Title:     Church Office Manager/Executive 
Assistant 

Position Number: xxxxxx 

Supervisor: Pastor Full-Time:    X   Part-Time:     

Hours:    Monday through Friday 9:00 AM – 5:00 PM Salary:  To Be Determined 

Job Duties: 

1. Oversight of the church office operations.
2. Supervises the Church Office Assistant and prepare/issue performance evaluations.
3. Maintains communications between the Pastor and the church.
4. Schedules internal and external appointments for the Pastor.
5. Handles requests of the Pastor (i.e. appointments, arranging travel, logistics, etc.) and guest

preachers as required.
6. Maintains church master calendar of events and informs need of internal and external groups;

communicate changes as needed.
7. Answer telephone calls.
8. Proof read all correspondence using church letterhead.
9. Maintains church files (legal documents, bills, payroll registers, timecards, etc.).  Obtains signatures

as needed.
10. Process bi-weekly payroll via Paychex.  Distributes pay checks to non-direct deposit employees.
11. Update and maintain employee files including vacation time accrued, used and paid time off.
12. Prepare weekly financial report of ministries/auxiliaries/groups (monies turned into office during

the week) and submit to the Trustee Board Ministry.
13. Prepares checks for all disbursements approved by the Voucher Committee.
14. Enters weekly income statement financial report from Trustee Board Ministry.
15. Custodian of the petty, funeral and general cash funds and reconciles at least weekly.
16. Participates in staff planning meetings and composes or transcribes correspondence for pastoral

staff as applicable
17. Keeps a list of church members who are in the hospital, of special prayer requests, of deaths, births,

and other important events.  Mail cards as appropriate from the church.
18. Prepares church bulletins and assists auxiliaries in preparing special program bulletins.
19. Orders/maintains office and administrative supplies (including stamps or postage for postage

meter, church envelopes and others). Obtains required signatures as directed by Trustee Board
Ministry.

20. Other duties as assigned.

Qualifications: 

1. High School Diploma or Equivalent required; Bachelor’s Degree preferred.

2. Minimum five years administrative office and bookkeeping experience or equivalent



3. Demonstrated experience and proficiency with the Microsoft suite of office products, database
software and Quickbooks.

4. Exceptional written and oral communication skills required.

5. Exceptional interpersonal skills.
Qualifications continued: 

6. Highly organized and methodical

7. Can work independently with a minimum of supervision

8. Maintains confidentiality

Proper Credentials Must Be Provided Prior to Start Date 
Mandatory Background Checks Required 

Mount Carmel Baptist Church is an Equal Opportunity Employer 
personnel@mtcarmel-bc.org

mailto:personnel@mtcarmel-bc.org



