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Parish Administrator 

 
 
Innovative, service-oriented, and radically welcoming Episcopal parish is seeking a passionate and 
organized Parish Administrator who loves to work hard and have fun while doing it. This full-time 
position was created in response to ongoing growth in congregation size, and is perfect for a 
motivated, creative natural leader with excellent problem-solving skills and high emotional 
intelligence.  
 
She/he will work closely with other parish leadership to: 
 Supervise administrative personnel and systematize all ongoing and day-to-day operations, 

including property management and accounting. 
 Strengthen operational structures and establish processes to support continuing growth. 
 Manage internal communications and coordination among staff, vestry, and other key 

stakeholders. 
 Build a stronger human resource foundation which includes supervising and mentoring 

administrative staff. 
 Provide input on budgeting and financial management for program areas. 

 
This is an exciting opportunity to not only become a part our rapidly growing team, but to be a 
leader in setting our strategy and course of action. The Parish Administrator will ensure continued 
excellence in workplace culture and services offered across parish programs and ministries. 
 
About The Falls Church Episcopal 
We are simultaneously one of the oldest and youngest congregations in the country – a place with 
colonial era roots and a new church plant’s ethos. We strive to be a beacon of faith, hope, and 
love to all, and seek to fulfill God’s will on Earth by gathering believers and seekers, providing 
sanctuary, ministering with the community, being a force for reconciliation, and serving as a 
source for transformation in ourselves and the world. 
 
 
Key Responsibilities 
Maintaining, Managing, and Planning Day-to-Day Operations 
 Facilitate planning and preparation for events throughout program year, guiding clergy, 

staff, and lay leaders through the process; provide deadline reminders and track progress 
for all program year events. 

 Manage parish calendar to plan and implement recurring programs and events, provide 
guidance, and track progress for all staff and volunteers. 

 Coordinate (with Rector’s guidance) all outside facilities use and serve as the primary 
contact for needs and parish parameters regarding outside use.  

 Coordinate the parish calendar.  
 Manage and facilitate all issues related to Realm, the parish management system (an ACS 
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cloud-based system) including membership tracking, financial and giving modules, 
workflows and automations, etc.   

 
Manage and Improve Governance and Operational Infrastructure 
 Facilitate problem solving and decision-making on all operational issues, including – but not 

limited to – budget and financial management, human resources and staffing, IT, outreach, 
programming, facilities, and special events management. 

 Build, continually improve, and document processes to incorporate key decisions, lessons 
learned, and important institutional knowledge in order to streamline and strengthen 
parish operations. 

 Ensure seamless communication and coordination on all scheduling, resource needs, 
programming decisions, and more between clergy, staff, vestry, and ministry leads. 

 Prepare and present reports on ministry and staff activities to vestry. 
 
Financial Management 
 Manage monthly, annual, and ad hoc financial reporting (including monthly reports to 

vestry, annual financial report, annual Parochial report, etc.), in coordination with Finance 
Committee, Rector and others. 

 Monitor budget execution throughout fiscal year. 
 Provide support to Annual Giving Campaign. 
 Coordinate and assist in preparation of annual budget. 

 
Communications and Coordination 
 Oversee production of weekly announcements and newsletters, including developing 

content, reviewing and editing text, and adhering to production deadlines. 
 Contribute to and advise on development of marketing and outreach materials, including 

the website, annual giving campaign, and more. 
 Serve as first point of contact for incoming questions and requests from staff, vestry, Day 

School, and parishioners and ensure appropriate follow-up and response. 
 Support Rector in strengthening parish ties to the broader community and increase 

visibility in Falls Church and assist in executing the vision. 
 
Human Resources 
 Manage and supervise administrative and operations personnel (Worship and Membership 

Assistant, Ministry Coordinator, Accounting Assistant, Property Manager). 
 Establish new human resource/personnel management manual and practices, including 

hiring processes, setting performance expectations and conducting performance reviews, 
resolving interpersonal issues, system for determining changes to compensation, managing 
vacation schedules and policies. 

 
Facilities and Services 
 Manage basic office IT needs (phone systems, internet, computers, copier/printers) and 

perform basic trouble-shooting on issues that don’t require professional assistance. 
 Manage relationships with vendors and services providers related to buildings and ground 

issues (i.e. landscaping, HVAC, snow removal, contract custodial help, etc.). 
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Professional Experience Required 

• At least 5 years of experience in operations management, administration, or human 
resources in a small, start-up-like workplace. Prior work experience in a church, nonprofit 
or other mission-based work environment is required; knowledge of church operations is a 
plus, but not required. 

• Experience leading and managing projects, from planning through completion of the final 
outcomes. Skilled at developing project schedules and action plans. 

• Basic understanding of all aspects of running an office, including experience and familiarity 
with budgets and financial statements and reporting. 

• Must have direct supervisory experience, including managing workload, delegating tasks, 
monitoring and mentoring performance, providing feedback, mediating interpersonal 
conflicts, and more. 

 
 
Key Qualifications 

• Dedication to service of others. Understanding that they are the face of something much 
bigger – represent the vision and values of the church to the broader community, as well as 
members. 

• Confident self-starter with innate curiosity and love of learning who can work 
independently and make decisions. 

• Strong written and verbal communication skills, including basic copyediting and content 
review of written materials. 

• Familiarity with membership data base systems for giving and payables (preferably Realm 
or other church-specific system).   

• Comfort with basic workplace technology, and willingness to learn new technology as 
needed. 

• Strong organizational and time management skills. 
• Flexible in terms of both schedule and willingness to take on variety of roles. Not someone 

who thinks certain tasks are beneath him/her. Willing to get hands dirty and get things 
done. 

• Basic familiarity with employment law. 
 
Job Type 
Full time, M-F during business hours. Position will be expected to attend some meetings and 
activities outside of business hours. 
 
Salary 
Annual Salary Range: $75,000 - $82,000, commensurate with experience, plus full benefits 
package and pension. 
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To apply for the Parish Administrator position, please submit the following via email to 
consultant@thefallschurch.org by March 6, 2020: 
 
1. A cover letter that tells us what excites you about this job opportunity, and why you’d be a 

great fit. 
2. Your resume highlighting relevant professional, education, and volunteer experience. 
3. We want to get to know you a bit! Please send us brief answers to the following questions: 

• What does the term “radical hospitality” bring to mind for you? 
• What 3 words best describe you? 
• What is your favorite book, and why? 
• What is the most important characteristic of your ideal work environment? 
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