Parish Administrator, Immanuel Highlands Episcopal Church

JOB OVERVIEW

Il RINIEN Parish Administrator, Immanuel Highlands Episcopal Church

Immanuel Highlands Episcopal Church (IHEC) BEZ3 330 1qRG]3
2400 W. 17th St WEEKLY
Wilmington, DE 19806 HOURS

Part-time, flexible, 15
hours/week, year-round

i[o]:]
LOCATION

Rector/Priest-in-Charge
Administration ol N [e R Dotted line reporting to
Senior and Junior Wardens

DIVISION /
DEPARTMENT

POSITION DETAILS

JOB PURPOSE
The primary purpose of the Parish Administrator is to manage the office of Immanuel Highlands Episcopal Church

(IHEC).
DUTIES AND RESPONSIBILITIES

[ Manage the Church Office
a. Manage communications
- Telephone — check voicemail. Provide messages to appropriate parties
- Email
- Visitors
- US mail, send/receive, distribute
- Edit and publish The Voice weekly
- Maintain and publish parish directory annually
- Interoffice communications
- Point of contact for building tenants
b. Prepare for liturgies
- Sunday service bulletins and announcements
- Evensong and other special service bulletins
- Maintain prayer list
c. File documents, enter data and maintain databases
d. Create parishioner nametags as needed
e. Keep the church calendar
f. Facilitate the ordering and delivery of office supplies within approved budget
g. Prepare and manage reports
- Parish record keeping: files and register books
- Report for Annual Meeting
- Parish statistics for Parochial Report

- Reports for special projects, as requested
i. Other duties as assigned.
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. Website/Social Media
The Parish Administrator is responsible for working with webmaster to update and maintain church
website on an as needed basis and maintain church social media accounts.
a. Website
-Inform webmaster of Church events one month in advance to ensure the events will be
reflected on the church calendar
- Send new photos of events to webmaster as received.
- Send changes to church administration and staff (rector/priest-in-charge, senior and junior
wardens, etc.) as changes occur
- Send webmaster the link to The Voice when it is published
- Update webmaster re: changes to service times and special services at least two weeks prior
- Update webmaster re: any changes to ministries and Christian formation as they occur
b. Social Media
- Post notifications and photos of events to Instagram and Facebook as received.

- Post changes to service times and special services on Instagram and Facebook

WORKING CONDITIONS
Flexible hours. Work is conducted at IHEC office. Office space, telephone, and laptop are provided.

ACCOUNTABILITY
The Parish Administrator is accountable to the Rector/Priest-in-Charge, Wardens and Vestry, and Treasurer.

DIRECT REPORTS
None. The Parish Administrator interacts and works with IHEC Vestry and Ministries.

QUALIFICATIONS

MINIMUM EXPERIENCE REQUIREMENTS
Experience working in office environments

PREFERRED EXPERIENCE REQUIREMENTS
Experience in managing office practices and administrative processes.

MINIMUM EDUCATION REQUIREMENTS
High School diploma

PREFERRED EDUCATION REQUIREMENTS
Associates/Bachelor's degree
"Safe Church Training"within one year of employment

REQUIRED SKILLS

* Interpersonal skills, including motivating and teaching.

* Communication skills,including effective writing and speaking.

* Ability to manage multiple priorities

* Ability to exercise good judgment, tact,and diplomacy

*  Ability to be independently productive

*  Excellent computer skills, including:
o  Microsoft Office 365, Constant Contact, and Google Docs (word processing, spreadsheets)
o Internet and social media, including the IHEC website

* Social Media skills, or the willingness to learn
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o Facebook
o Instagram

ATTRIBUTES
* A cheerful, positive, and outgoing disposition, including the desire to meet new people and the
ability to make them feel welcome
* The ability to work in a collegial atmosphere with the other parish staff and volunteers

PHYSICAL REQUIREMENTS
* Must be capable of performing the essential functions of the position, with or without reasonable
accommodations
*  Able to withstand prolonged periods of sitting at a desk and working on a computer.
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