Name Surname
Job title: Office Manager
Job description



:
General Office Management
Date compiled


            
:


Position located at



:


	Authority levels
	Approved by


	Signed
	Date

	
	
	
	


Please note that all stipulated tasks are subject to the adaptation of the supervisor and leadership. Updates of this document will be done after the next assessment. Assessment will be done on stipulated tasks and expectations of leadership stipulated in this document.

Next half annual assessment date

: 

___________________________



           ____________________
            EMPLOYEE



       

       

   DATE

	1. General Administration 


	· Record keeping of church statistics:  

· Bible School

· Follow-ups

· Small groups
· Management, scheduling and notes of staff meetings

· Management of congregation’s Calendar
· Filing oversight and management of original and essential documents:

· Contracts and agreements

· Venue hire (office and church)

· HR and Financial

· Guarantees and Warrantees

· Insurance

· Asset registers

· Maintenance contracts (IT, printer, security, fire, cleaning, etc)

· Support to all events and bible school (registrations, hospitality, administration, oversight)

	
	

	2. Staff Management

	· HR Support

· Leave allocation

· Handling of disciplinary cases and staff grievances

· Career path management

· Bi-annual performance evaluation
· Distribution and management of tasks and general job descriptions

· Identify employment needs and communicate it with HQ/regional manager

· Conduct initial interviews

· 
	
	

	3. General mailing and communication to congregation
	· Weekly e-mail announcements to congregation

· Occasional newsflashes to congregation

· Management of Mailchimp- and master church mailing list


	
	

	4. Project Management
	· Office decor & renovations / maintenance

· Timelines
· Budgets
· Oversight to completion

	
	

	5.  Database Management and Small Groups
	· Management and maintenance of electronic new database and event shopping cart

· Contact person to staff/members/HQ for database queries

· Small group management and contact

· Follow-ups and placements

· Administration and communication of leader’s meetings


	
	

	6.  General
	· Oversight of all systems and 

Procedures (office / ministries)


	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


