First Congregational United Church of Christ

Job Description for CHURCH SECRETARY
Position Summary:  Manages church communications and facility schedule and assists the Minister with supportive clerical duties for the efficient operation of Church programming.  Part-time with regular office hours, 9 AM-1 PM, Monday thru Thursday. Secretary is the telephone, email, & office receptionist.
 
Qualifications:

· Good interpersonal skills with ability to work in multi-task environment

· Computer skills, including word processing, spreadsheets, power point, and desktop publishing
· Web-site and social network competency 
· Demonstrates organizational and communication skills

· Compassionate, patient, enthusiastic team member with ability to handle confidential concerns
Duties including but not limited to:
· Oversees communications of the church internally and externally, including but not limited to: mailings, bulletins, newsletters, Annual Report, web-site, emails, & social network.
· Schedules laity for worship services (Ushers, Lay Readers, Greeters, Counters, etc.) on a quarterly basis, and confirms volunteer lists monthly.
· Monitors church office supplies and equipment, purchases supplies (office and others as requested) and requests repairs as needed. 

· Facilitates, in cooperation with the Property Committee, the maintenance, care and use of facility.
· Oversees church records and maintains policies and procedures. 

· Responsible for Comstock Fund record-keeping, in cooperation with the Committee and Pastor. 

· Participates in a once-a-month (evening) Board of Directors meeting, provides information to the Board in advance of that meeting and as requested, and records/dispenses official minutes. 

· Responsible for memorial donation acknowledgements and thank you notes with the assistance of the Special Funds Treasurer.
· Maintains official records of Memorial Garden/Columbarium. 

· Is present during regular office hours (9 AM – 1 PM) assisting staff, members and visitors.
· Maintains building use schedule/calendar and distributes appropriately.
· Oversees bulletin boards (with various Committees) and Display Case use.
Physical Requirements:
· Our Church facility requires the ability to frequently climb and descend stairs

· Able to lift 30 pounds on an infrequent basis

· Demands of the position, at times, are sometimes emotionally and/or mentally stressful 
Conditions:  

· Hourly-wage position (part-time 16 hours per week, plus an occasional evening meeting).  

· Benefits as outlined in Employee Policy (sick days, holidays, etc.), or under separate contract.  

· Allowance for in-service training and materials ~ amount to be negotiated. 
· Position subject to a normal background check.
· Able to pass drug/alcohol screening test.
· Employee is not a member of First Congregational United Church of Christ of Alpena.
Supervisor: Rev. Dr. Paul Lance, Pastor
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