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Title:  Communications and Financial Assistant
Status:  28-hours per week. The Position requires presence in the Church Office Monday through Friday for approximately 5.5 hours per day.
Purpose:  The Communications and Financial Assistant performs duties related to internal and external communications at Cross Roads and supports the financial operations of the Church. 

Accountability: The Communications and Financial Assistant is a member of the professional staff of Cross Roads Presbyterian Church of which the Moderator of Session (Pastor) is recognized as the head. Overall direction shall be the responsibility of the Personnel Ministry Team. Day to day oversight is the responsibility of the Pastor.
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1. Communications - The staff member will oversee the communications that go from the congregation to its members and to the community, including print and electronic newsletters, emails and social media announcements and telephone contacts. Works cooperatively with staff, Church leadership, and laity in exploring, organizing, and prioritizing effective means to communicate the ministries, programs and life of the Church. Focal point of contact for which communications are generated and facilitated through available communication mediums. 
a) Publishes weekly bulletin by Friday of each week, including any inserts, plus special services and weddings (as requested).
b) Writes, designs and distributes a variety of communiqués to Church members including, but not limited to: Weekly E-pistle message; monthly newsletter (available in print and electronically); and other communications including important messages, special events or programs.    
c) Publishes Church’s Annual Report.
d) Develops content for the Cross Roads website, FaceBook page and other social media accounts as requested. Uploads content created by other staff and volunteers.
e) Maintains addresses/family contact information in Power Church for mailings and directory updates, compiles membership directory.
f) Enters information into centralized meeting calendar.





2. Financial – Working under the direction of the Church Treasurer and with oversight and verification by volunteers, assists the Financial Ministry team and the Treasurer in maintaining accurate record of contributions and payments for the operations of the Church. Confidentially of information is paramount. 
a)	Maintains attendance records by entering data in Power Church and preparing attendance sheets for ushers.
b) 	Enters contributions, pledges and receivables into Power Church within       established timeframes.
c)	Working with appropriate documentation and controls, processes checks for accounts payable.
d) Orders supplies, maintains central office equipment and files.

3. Demonstrates a responsible commitment to Cross Roads Presbyterian Church.
a)  Attend staff meetings
b)  Work closely and collegially with other staff members.
c)  Reports for work promptly.
d)  Reports illnesses promptly to allow for replacement coverage.
e)  Maintains a minimal number of absent days per year.
f)  Requests vacation in a timely manner to allow for replacement.
g)  Performs other duties as needed or directed in a flexible and cooperative manner to assure a vibrant and healthy congregation.

Qualifications/Requirements: Minimum requirements for the successful candidate include: 

1. Associate degree and/or demonstrated equivalent education and work experience in communication and financial/database functions. Bachelor’s degree preferred.
2. Excellent organizational, project management skills, with strong attention to detail and the ability to manage multiple priorities. Demonstrated skill in writing, editing and publishing and an advanced working knowledge of Microsoft Office and social media platforms. Familiarity with database entry, fund accounting or the ability to quickly learn Power Church and other computer software programs.
3. Follow the policies and procedures outlined in the Church’s Administrative Manual, including the Safe Church policies.







4. Clearances/criminal background record checks are required prior to employment and must be maintained. The following must be submitted for placement in individual personnel file:
a) Act 33 and 34 Clearances
b) Pennsylvania State Police Request for Criminal Record Check Form (SP4-164) 
c) PA Cogent Fingerprint Record Checks
d) PA Mandatory Child Abuse Reporting online course

Relationships: Relates to the Pastor and Cross Roads staff, the Session and lay leaders, members of the community and the general congregation.

Evaluations: Pastor and/or the Personnel Ministry Team will conduct annual performance review. 

Wage:  $17 per hour.

Terms of Employment: See separate contract. 

To Apply please email crossroadspcpersonnel@gmail.com
C/O Rev. Sarah Robbins
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