New Creation Family Church
POSITION DESCRIPTION

POSITION TITLE:
CHURCH MANAGING EXECUTIVE SECRETARY
DESCRIPTION:

The Church Managing Executive Secretary is responsible for day-to-day management of the church office and for the operation of church finances (accounts payable, accounts receivable, and book-keeping). 
RESPONSIBILITIES:


1.  Coordination

a. Supervise and coordinate the church office volunteers. 
b. Ensure that office reception, clerical and publishing duties are completed as needed and with the direction of the Pastor.

c. With the Pastor maintain the master church calendar, which shall include both facility 
     use and ministry/program scheduling.  Receive requests and process forms for 
     scheduling.

2.  Communication

a. Supervise the publication (prepare with the Pastor, proof, produce, copy and prepare for distribution) of weekly and special church bulletins, the “Gospel News Flash” (church monthly newsletter) and other reports and documents (including those from Sonrise preschool) as needed and directed by the Pastor.

b. Publish (receive articles, prepare, produce) the annual PPC report and updates to the           Church directory.
c. Ensure the church web site remains functional and updated.

d. Receive and send prayer requests (may be received via email, phone and from website) during office hours.
3.  Clerical

a.  Maintain church membership information in Servant Keeper.


b.  As needed, sort and distribute incoming mail, email, faxes and memos;  prepare and 


send out correspondence and mail-outs (including newsletters).
4.  Financial Responsibilities:

1. Provide oversight and direction to the collection and counting of all church funds (but the actual counting must not be done by the Financial Secretary). 
2. Post contributions to the Quickbook financial database, reconciling posting with counter’s figures.

3. Reconcile all bank statements and journals on a monthly or otherwise timely basis.

4. Post invoices and check requests to Quickbooks financial database.

5. Prepare checks no later than Thursdays for signature and disbursement. All expenses owed should be paid in time to maintain the church’s good reputation within the community and its businesses.
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6. Prepare payroll information for Paychex database.  Preparation must be accomplished in compliance with all federal, state and local reporting requirements (including W-2/4 filing, regulations regarding clergy, and social security and worker’s compensation funds).

7. Prepare and distribute monthly financial reports for the Session and its Ministries, and for staff (as applicable).

8. Prepare quarterly and an annual record of contributions reports for distribution to contributors.

9. Organize and maintain church financial records (hard and soft—computerized—copies).

10. Attend Stewardship Committee meetings as needed for report, review and control;  attend Session as requested for reporting purposes;  provide support to other ministry units, committees and others in understanding and managing their budgets as needed.

5.  Additional

a. As needed, responsible to open and close office and office area front doors in    

accordance with published office hours, and to supervise entries into the church.  
b. Open/close doors throughout facility for activities scheduled during or close to office Hours. 

c. Order church office supplies as needed. 

d. Oversee the day-to-day operation of office equipment (including arranging for needed repairs).
e. Oversee checking-out of keys and the operation of the church alarm system.

f. Participate in staff meetings, giving a devotional as assigned.

g. Participate in APA or other professional development organization

h. Coordinate with Church Insurances in conjunction with Session
QUALIFICATIONS:

To ensure compatibility with the corporate culture at PPC, the Church Managing Secretary (CMS) should be a person of strong personal faith in Jesus Christ as Savior and Lord.  The CMS should have a servant’s heart, a love for people, be a team-player, and have an ability to manage volunteers in administrative ministry and corporate service.  The CMS must be able to deal sensitively, compassionately, and confidentially with others.  The CMS should be a good multi-tasker with impressive interpersonal skills.

A college (B.A.) degree is preferred.  Experience as an administrative professional in a church setting is also preferred.  The Church Managing Secretary must possess superior writing, typing and publishing skills.  This position also requires thorough knowledge of Quickbooks, Paychex, MS Word, MS Publisher, and database management.  Servant Keeper, Vanco Payments, web design and website maintenance experience is preferred.
ACCOUNTABILITY:
To the Head of Staff/Pastor for operational oversight of the position, to the Church Treasurer for oversight and direction in Financial Operations, and to the Personnel Committee of PPC for employment concerns.

SALARY:  financial and benefit compensation negotiable according to qualifications and experience. 
TERMS OF EMPLOYMENT:

The Church Managing Secretary is a full-time (40 hours per week) employee, non-exempt of NCFC.  Employment is subject to the terms and conditions of the NCFC Personnel Manual and any negotiated, in-writing contract with the employee.  Employment at NCFC is “at-will,” that is, either NCFC or the employee may terminate the employment relationship at any time, with or without cause.  If termination of employment is not due to disciplinary or performance issues, two weeks notice shall be given by the party initiating the termination.  Evaluation of performance and compensation is done in accordance with the NFCF Personnel Manual.
