St. Paul Lutheran Church

PO Box 245 – 234 N Gohmert St.

Yorktown, TX  78164

361- 564-2135

stpaulykt@sbcglobal.net
Job Description
Office Secretary/Financial Secretary
Purpose of Position:  To help the pastor in the work of the church office and to assist the congregation in being informed and equipped for ministry.

Responsibilities and Duties:

A.  Office Management and Secretarial:
1.   Oversees the organization and management of the church office.

2.   Oversees the accurate and prompt maintenance of office records, supplies, and equipment.

3.   Performs and oversees the secretarial duties of the church office, such as editing, publishing, and assembling newsletter and bulletins, preparing brochures and reports.

4.   Keeps membership records of all types; oversees filing, sorts office mail, and handles correspondence as needed.

5.   Serves as secretary to the pastor.

6.   Receives all office work projects (as authorized by the pastor) from staff and lay leaders and arranges their accomplishment.

7.   Supervises office volunteers and recruits as needed.

8.   Answers church telephone, take messages or refers callers as needed.

9.   Greets, assists, and directs people who come into the office.

10. Maintains current membership directory.

11. Provides monthly calendar to the church custodian to note special events and activities.

12. Coordinates and prepares the annual report to the congregation and the parochial reports to the NALC.

13. Compiles reports for the Church Council.
14. Maintains church bulletin board, comprehensive church calendar, and Web page.

15. Reminds people with responsibilities for Sunday Worship:  
16. Assists in preparation for funerals and memorial services.

17. Schedules facilities usage and rental.

18. Meets with Pastor and other Church Staff on a regular and a need to basis.

19. Maintain the inventory of Inspirational Greeting Cards – accept sales, order as needed.

20. Maintain work hours to be turned into the Church Treasurer monthly and be paid monthly.

B.  Financial Secretary Duties and Responsibilities:

1.   Maintains Contribution and Attendance records for church members on Shepherd Staff software.

2.   Maintains payroll records, reports, and files for all employees, and makes tax deposits.
3.   Maintains retirement contribution for the participating church staff.

4.   Balances bank statements monthly or as received.

5.   Pays budgeted benevolence gifts as well as maintaining a record of these gifts

6.   Mails all contribution records annually.

7.   Orders & Prepares members offering envelopes and distribute to members. 
8.   Picks up deposit bag from bank and gives to volunteers to count.

9.   Records contribution and makes deposits to the correct bank accounts.

10. Records memorials received in newsletter & send out acknowledgement cards.
11. Pays all incoming bills.
12. Maintains Women of the Church bookkeeping records, pays bills as necessary, and deposits donations and gifts into correct bank accounts.

C.  Other:

1.  Performs other duties and assumes other responsibilities as mutually agreed upon with the pastor.

2.  Matters of confidentiality will be respected at all times.

3.  Supervised by and responsible to the pastor.

Qualifications:

1.  Excellent organizational and editorial skills.

2.  Ability to work with people.

3.  Able to operate office machinery including computer.

4.  Previous office experience, interest in implementing improvements.

Terms of Employment:

1.  Time Required:  Full time, 40 hours per week, Monday thru Friday.
2.  Salary:  Paid monthly; Includes workman’s compensation and health benefits.

3.  Time-off:  2 Weeks paid vacation per year; 5 days of sick leave per year; Paid holidays which include: New Year’s Day, Martin Luther King Jr. Day, President’s Day, Good Friday, Monday after Easter, Memorial Day, Independence Day, Labor Day, Columbus Day, Thanksgiving Day, Friday after Thanksgiving, Christmas Eve, Christmas Day.

4.  Continuing Education:  Attendance at relevant retreat/seminars with Council approval.

5.  Probationary period:  60 Days at which time performance will be evaluated by the Pastor and Congregational Council.
6.  Job Review:  Annually, at which time performance will be evaluated by a committee of the Church Council.
