The First U.P. Church of Crafton Heights
Position Description: Office Administrator/Financial Secretary

Reports to: 	Pastor
Directly Supervises: 	None
Status:	Part Time
FLSA:	Non-Exempt

Position Summary
The Office Administrator/ Financial Secretary will provide administrative and accounting support to the Pastor, the Crafton Heights Community Preschool, the Open Door Youth Outreach, the Church Leadership, and the Congregation of the First United Presbyterian Church of Crafton Heights.  

Essential Functions:
· Compile and distribute church communications, including bulletins, newsletters, committee minutes, reports, emails, directories, and mailings.  
· Provide first point of contact for visitors and callers: greeting, engaging, directing, and assisting as appropriate to the situation.
· Maintain detailed contact, calendar, financial, personnel, clearance, worship, and committee records. 
· Record, report, and perform all aspects of financial transactions of the church and the Open Door, including accounts payable, accounts receivable, petty cash, and tax receipts. 
· Fulfill administrative requests.

Other Responsibilities:
· Keep church areas and equipment tidy, organized, and in good repair, replenishing supplies and arranging for maintenance when necessary.
· Travel to bank and post office as needed.

Minimum Qualifications:
· Familiarity with Microsoft Office for PC 
· Basic accounting skills

Physical Requirements:
· Ability to work at a computer for long periods
· Ability to reach and bend, and to lift items up to 10 pounds
· Ability to read, write, hear, and speak clearly







Core Competencies:
· Attention to Detail: Consistently attends to the many small pieces which must be assembled into an organized whole; follows up on missing or out of balance items; resolves unanswered questions needed to address a problem.
· Verbal and Written Communication: Is able to deliver a message clearly, articulately, and succinctly; employs correct grammar, punctuation, and patterns of speech; clearly delivers a message in a tone appropriate to the context.
· Interpersonal Skills: Establishes good working relationships with people at all levels of the congregation; builds appropriate rapport; uses diplomacy and tact.
· Time Management: Uses time effectively and efficiently; is highly organized; demonstrates focus; is able to prioritize amidst distractions.
· Personal Resilience: Can effectively cope with change and uncertainty; can shift gears comfortably; can decide and act without having the total picture; is flexible.
· Initiative: Demonstrates resourcefulness when presented with a new task; can be relied upon to complete tasks with minimal supervision, anticipates necessary actions and tends to them.
· Technical Expertise: Acquires and demonstrates the technical skills required to proficiently execute the essential functions of the job; understands which skills are lacking and seeks to develop those skills.
· Integrity and Trust: Is seen as trustworthy by others; practices direct, honest, and transparent communication; keeps confidences; admits mistakes; responds to situations with constancy and reliability.
· Helping Orientation: Demonstrates concern for and attends to the needs of the congregation’s internal and external constituents; projects a sense of empathy and understanding when dealing with members and friends of the congregation; is able and willing to supply answers and resources when asked.
