
 University Baptist Church 
 Office Administrator Job Description 

 Summation of the Role 
 The Office Administrator performs the daily administrative needs of the church and staff as well as maintains responsibility 
 for financial duties. The Office Administrator oversees building rentals and maintenance needs of the church in consultation 
 with pastoral staff. The position can be held by a UBCer but can also be held by someone outside of UBC  The Office 
 Administrator reports to the Lead Pastor.. Specific responsibilities for this part-time role include: 

 The Essentials 
 Financial 

 ❖  Record & deposit tithes given through ChurchCenter and EasyTithe monthly 
 ❖  Record tithes in QuickBooks weekly 
 ❖  Record and deposit cash and check tithes weekly 
 ❖  Update Member Info from checks into database 
 ❖  Write checks & reimbursements 
 ❖  Process financial transfers and adjustments 
 ❖  Pay bills/Troubleshoot any problems with bills/Maintain files 
 ❖  Pay salaries/Update salaries & housing allowances in QuickBooks yearly/Pay 941 taxes monthly/Send in 

 941 statement to IRS quarterly 
 ❖  Update and maintain budget 
 ❖  Monitor budget lines & keep staff apprised of remaining budget 
 ❖  Reconcile online bank statements to Quickbooks weekly 
 ❖  Troubleshoot any problems with bank accounts 
 ❖  Reconcile paper bank statement to Quickbooks monthly 
 ❖  Prepare & send out year end tax letters to tithers 
 ❖  Prepare end-of-year Balance Sheet,& Profit/Loss Statement for bank 
 ❖  Prepare & send out W-2’s to employees & IRS yearly 
 ❖  Update & maintain staff health insurance & add new employees as needed, meeting with broker annually 

 & presenting options to staff 
 ❖  Update & maintain building insurance policies, meeting with broker annually and presenting options to 

 staff 
 ❖  Meet with companies annually to insure best prices for energy, phone, cable, etc. 
 ❖  Create and send P&L Budget sheets, and Cash Flow reports to Finance Team monthly 

 Administrative Functions 
 ❖  Answer phones 
 ❖  Go through mail/pick up packages as needed 
 ❖  Miscellaneous duties including photocopying, faxing, filing & mailing 
 ❖  Support staff on project-need basis, including helping plan or get ready for events & trips 
 ❖  Perform background checks for children and youth volunteers, update/maintain background check list 
 ❖  Clean offices as needed 
 ❖  Write thank you notes for donations 
 ❖  Update new & store old files yearly 
 ❖  Maintain Membership Database via Planning Center 
 ❖  Check UBC Email 
 ❖  Manage Volunteer Database 
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 Building Rentals 
 ❖  Maintain building rental contracts 
 ❖  Contact people who inquire about renting the building 
 ❖  Coordinate staff to work events 
 ❖  Meet with and accommodate potential building renters 
 ❖  Maintain calendar concerning building rentals 
 ❖  Work with renters to ensure building is cleaned/deposits returned 

 Building Maintenance 
 ❖  Share responsibility with rest of staff for general up-keep 
 ❖  Coordinate and be responsible for any maintenance calls or needs 
 ❖  Find best price/company for maintenance needs & present options to staff 
 ❖  Order office, cleaning, & kitchen supplies as needed 
 ❖  Buy maintenance materials like light bulbs, spare keys, etc. 

 Meetings 
 ❖  Attend weekly/quarterly meetings of staff, Leadership Team and Finance Team, as needed 
 ❖  Record & send out minutes 

 Hours 
 ❖  Office Hours are to be held during UBC business hours, 9:30-5:00 M-F in agreement with the needs of 

 the pastoral staff 
 ❖  Exemptions can be made for finance meetings, staff lunches, retreats, and other extenuating 

 circumstances approved by the Lead Pastor 

 Breakdown of Time 
 This part-time (15 hours) work week consists of: 
 50% Administrative Functions 
 30% Financial Responsibilities 
 15% Building Maintenance/Rental 
 5% Meetings 
 In consultation with the Lead Pastor, the enumeration of duties may be amended, reconfigured, or assigned on 
 a periodic basis. 
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