
Park Hill Christian Church

Ministry Support Administrator Job Description and Contract

Adopted December 2016

 

If interested in the position described below, please, 

email Rev. Robert Fugarino at rfugarino@parkhillcc.org ,  

personal message Robert on Facebook at  https://www.facebook.com/robert.fugarino , 

or call the Park Hill Christian Church office at 816.741.1851.

INTRODUCTION

Park Hill Christian Church is seeking a Ministry Support Administrator (a.k.a. Office 
Administrator).

The Administrator will provide staff support toward the implementation of the goals 
and objectives of Park Hill Christian Church as set by its governing Board and Clergy 
leadership.  This position performs duties in and around the administration of the 
church.

Since this is a critical position in a faith community, the following characteristics are 
highly valued in an Administrator:

 An active belief in Jesus as the Christ (Messiah) and acceptance of Him as 
personal Lord and Savior in a way that shapes daily life

 A caring attitude, excellent people skills, and high integrity.

 Clear respect for other people, a collaborative spirit, and the ability to work well 
with others

POSTION DETAILS

25 hours per week

Anticipated office hours are 830am to 130pm Monday through Friday

Compensation: $22,500 to $25,000 annual total compensation and benefits depending 
on the candidate’s skills and experience.
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Supervised by: Pastor

Supported and Evaluated by: Pastor & Personnel Team

Paid Time Off (PTO):

 10 total days (50 hours) to be taken by the Ministry Support Administrator per 12
month period worked. These are to be used by the Administrator for any reason, 
including but not limited to short term illness, vacation, personal business, etc. 
Whenever possible, days the Administrator will be absent should be scheduled 
with and approved by the supervisor, and chosen with sensitivity to the needs of 
the congregation.  It will be especially helpful for the Administrator to arrange for
office volunteers to cover the absence. It is highly encouraged that the 
Administrator take these as whole days. A few of these days may be taken as half-
days. These 10 days PTO do not carry-over and accumulate from year to year. In 
other words, the 10 days PTO expire at the conclusion of each 12 month period 
worked.

 Holidays as listed in the Employee Handbook. If a holiday falls on a weekend, the
following Monday will be a paid holiday.  

RESPONSIBILITIES

Daily

 Gather & sort mail

 Check all email and respond or forward to the appropriate parties, as needed

 Take note of all voicemails and pass the information on to the appropriate parties
via email, text, or phone call, depending upon the urgency

 Hospitality duties such as answering the phone and greeting visitors

 As time permits, assist the Pastor, Merry Moments preschool staff, other staff, 
and members of the congregation with any projects/support

 Check door locks, lights, and heating/cooling systems prior to leaving

 Help shape and share the ongoing communication of the congregation through 
the website, Facebook page (and other social media, if applicable), weekly 
newsletter, pastoral reflection and educational emails, etc.

Monday:
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 Update prayer requests from the weekend

 Assess office supplies and place orders, if needed

 Update membership information, if necessary

 Begin filling the template for the newsletter, worship bulletin, and other items, if 
applicable

 Document attendance numbers

 Walk through sanctuary & narthex to assess needs for supplies, etc.

Tuesday:

 Update church master calendar

 Staff meeting

 Compose, edit, and send Tuesday all-church email

Wednesday

 Compose, edit, and send Wednesday all-church email 

 Edit Website with current information

Thursday

 Financial duties: gather bills and check requests, cut checks, make financial 
entries (Note: As of January 2017 PHCC is placing these duties with the 
bookkeeper. If this change becomes permanent, this space in the schedule will be 
given to additional publicity work on behalf of PHCC or to additional clerical help
with ministry groups like the Deacons, the Board, or Children and Youth.)  

 Compose, edit, print, and fold worship bulletin for the upcoming Sunday

Friday

 Complete, edit, print, and email weekly newsletter

 Complete any unfinished work from the week
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 Insure that list of home/hospitalization communion recipients is up-to-date for 
the Elders.

This position will regularly consist of the above duties.  There will be less regular 
occasions when the Administrator will be responsible for things like:

 Scheduling the use of the building by outside groups in coordination with the 
Pastor and members of the Executive Committee 

 Alerting Property Team of needs of the building and campus; coordinating 
repairs and inspections in cooperation with the Property Team

 Assigning new door codes and removing old ones 

 Assisting members with the use and location of needed items in the office  

 Keeping consistent and accurate files

 Maintaining congregational records/ membership information; providing labels

 Showing/ Opening the building to people who need to tour it or use it

 Working on items needed for funerals, weddings, and special services during the 
Christian year

 Interacting with groups in the building for meetings

 Responding to memorial gifts

As is the case with positions of this kind, duties will change over time, and the 
Administrator will be expected to adapt to the needs of the office. However, the Pastor 
and other congregational leadership pledge to keep the duties and expectations 
reasonable given the parameters of the position described in this document.

QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential 
duty satisfactorily. The requirements listed below are representative of the knowledge, 
skill, and/or ability required. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions.
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EDUCATION and/or EXPERIENCE 

Previous experience and a Bachelor's degree (B. A.) from a four-year college or 
university is preferred; an equivalent combination of education and experience is 
acceptable.

LANGUAGE SKILLS 

Ability to read and interpret documents such as operating instructions and procedure 
manuals.  Ability to write routine reports and correspondence.  Ability to speak 
effectively with individuals and with groups.

MATHEMATICAL SKILLS 

Ability to add, subtract, multiply, and divide in all units of measure, using whole 
numbers, common fractions, and decimals.  Ability to compute rate, ratio, and percent 
and to draw and interpret bar graphs.

REASONING ABILITY 

Ability to apply common sense understanding to carry out instructions furnished in 
written, oral, or diagram form.  Ability to deal with problems involving several concrete 
variables in standardized situations.

OTHER SKILLS AND ABILITIES  

Experience and ability to work with computer software including Windows, Word, 
Excel, Publisher, PowerPoint, Outlook, Quickbooks, common social media platforms, 
and website updating programs

PHYSICAL DEMANDS  

The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions.

While performing the duties of this job, the employee is regularly required to walk; sit; 
use hands to finger, handle, or feel; and talk or hear.  The employee frequently is 
required to stand and reach with hands and arms.  The employee must occasionally lift 
and/or move up to 10 pounds.  

WORK ENVIRONMENT  

The work environment characteristics described here are representative of those an 
employee encounters while performing the essential functions of this job. Reasonable 
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accommodations may be made to enable individuals with disabilities to perform the 
essential functions.  While performing the duties of this job, the employee is 
occasionally exposed to outside weather conditions.  The noise level in the work 
environment is usually moderate.
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