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SUMMARY

Northeast United Church of Christ is seeking an organized, personable, and service-oriented individual to serve as our 
Communications & Office Manager. This important ministry support position helps ensure the smooth operation of the 
church office while serving as the primary communications resource for our congregation and community.

TECHNICAL SKILLS

Microsoft Word

Microsoft Excel

Google Workspace (including Gmail, Google Calendar, Google Drive, Google Docs, Google Sheets, and related 
applications)

General office technology

JOB ANNOUNCEMENT

Position: Communications & Office Manager Status: Part-Time (Approximately 20 Hours per Week) Reports To: 
Pastor, with accountability to the Church Council through the Pastor

FAITH AND MISSION

The Communications & Office Manager serves in an important ministry support role and is often one of the first points 
of contact for members, visitors, and the community. As a representative of Northeast United Church of Christ, the 
successful candidate will demonstrate professionalism, integrity, compassion, and a spirit of Christian hospitality in all 
interactions.

The successful candidate should support the mission, values, and ministries of the congregation and work 
cooperatively with the Pastor, Church Council, church staff, volunteers, and ministry leaders to foster a welcoming and 
caring church environment.

Applicants are not required to be members of the United Church of Christ (UCC), nor is prior knowledge or experience 
with the UCC required. We welcome applicants from all backgrounds who enjoy working in a faith-based environment 
and who are willing to learn about the beliefs, traditions, governance, and ministry of the United Church of Christ in 
order to effectively support the congregation and its mission.

PRIMARY RESPONSIBILITIES

Administrative Support: - Provide administrative and secretarial support to the Pastor. - Provide administrative support 
to Church Council members, including preparation of meeting agendas, correspondence, reports, and other materials. - 
Prepare letters, reports, meeting agendas, minutes, and other church documents. - Maintain confidential church records 
and files.

Office Administration: - Manage the daily operations of the church office. - Serve as the primary point of contact for 
church members, visitors, volunteers, vendors, and the general public. - Welcome visitors and answer telephone and 
email inquiries in a friendly, courteous, and professional manner. - Coordinate incoming and outgoing mail. - Maintain 
office supplies and office equipment. - Ensure the church office provides a warm, organized, and welcoming 
environment.

Communications: - Prepare and distribute weekly church announcements. - Create, coordinate, and maintain the 
church's print, website, email, social media, and other digital communications to promote worship services, 
educational opportunities, ministries, community outreach, and special events. - Assist with maintaining the church 
website by updating content, event information, announcements, calendars, photographs, and other information to 
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ensure the website remains current, informative, and welcoming. - Prepare newsletters, worship bulletins, event 
publicity, brochures, flyers, and other church publications. - Coordinate multimedia communications that engage 
members, visitors, and the broader community. - Ensure church communications are timely, accurate, informative, 
visually appealing, and consistent with the church's mission, values, and branding.

Scheduling and Coordination: - Maintain the church master calendar. - Coordinate facility scheduling and church 
events. - Schedule meetings and assist with planning congregational activities and special events. - Facilitate 
communication among the Pastor, Church Council, ministry leaders, volunteers, and congregation members.

QUALIFICATIONS

- Administrative or secretarial experience, preferably with a church, nonprofit organization, or similar office 
environment. - Excellent organizational, interpersonal, written, and verbal communication skills. - Strong attention to 
detail and the ability to manage multiple priorities. - The ability to maintain confidentiality and exercise sound 
judgment. - A welcoming, positive, service-oriented attitude. - The ability to work independently while also 
functioning effectively as a member of the church's ministry team. - Proficiency in Microsoft Word, Microsoft Excel, 
Google Workspace, and general office technology.

TECHNICAL SKILLS

Applicants should be proficient in: - Microsoft Word - Microsoft Excel - Google Workspace (including Gmail, Google 
Calendar, Google Drive, Google Docs, Google Sheets, and related applications) - General office technology

The successful candidate should also be willing to learn additional software applications used for church 
communications, membership management, scheduling, website administration, and office operations.

PREFERRED QUALIFICATIONS

- Previous experience working in a church or nonprofit organization. - Experience preparing newsletters, worship 
bulletins, websites, and social media communications. - Experience coordinating volunteers, calendars, and special 
events. - Experience maintaining church databases or membership management software.

COMPENSATION AND BENEFITS

This is a part-time position averaging approximately 20 hours per week.

The annual salary for this part-time position is $15,600, together with: - Flexible work schedule designed to meet both 
the needs of the church and the successful candidate. - Paid vacation. - Paid sick leave. - Paid holidays. - A supportive, 
collaborative, and faith-centered work environment where your gifts and talents directly contribute to the ministry of 
the church.

Occasional evening or weekend hours may be required to support worship services, Church Council meetings, 
congregational meetings, and other special church events. Work schedules are otherwise flexible and will be 
established in consultation with the Pastor.

TO APPLY

Please submit the following by email: - Cover letter describing your interest in the position and relevant qualifications. 
- Current résumé. - Three professional references.

Email application materials to: office@northeastucc.com

Applications will be accepted until the position is filled. Review of applications may begin immediately.

BECOME PART OF OUR MINISTRY

We are seeking an individual who enjoys serving others, possesses strong administrative and communication skills, 
and desires to use those gifts to support the ministry of our congregation. If you are dependable, organized, welcoming, 



and committed to providing excellent service in a faith-based environment, we encourage you to apply and become an 
important member of our ministry team.

Northeast United Church of Christ is an equal opportunity employer and welcomes applicants from all backgrounds 
who support the mission and values of the church.
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