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Director of Operations, St. George’s Episcopal Church 
 

About St George's 

Saint George’s Episcopal Church in Arlington, Virginia, is an inclusive, caring, and multigenerational 

congregation. St. George’s bridges urban and suburban: our church is surrounded by high-rise offices and 

condominiums, but neighborhoods of single-family homes are only a few blocks away. This richness 

makes us a congregation from all walks and stages of life, and we aspire to fully reflect the diversity of 

our vibrant setting.   

 

St. George’s is a 525-member parish, one block from the Virginia Square Metro. We have an average 

Sunday attendance of 175, and an annual budget of over $800,000.  

 

For more information, please visit: saintgeorgeschurch.org   

 

The Opportunity 
Position Summary 

Saint George's Episcopal Church is seeking a dynamic individual desiring the opportunity for growth and 

leadership in the evolving role as Director of Operations (DO).  The role will require flexibility to attend 

meetings and other activities an average 4 times a month outside of the normal business day to include 

evenings and weekends. The successful candidate will collaborate with the rector and be an active 

member of the staff. 

 

Key Responsibilities Include: 

Facilities Management (ongoing and long-term Building Maintenance) 

 Solicits bids for repairs 

 Oversees contractors' work 

 Creates and implements a long-term property maintenance and improvement plan 

 Develops, revises, and administers church property and facilities use policies and procedures 

 Maintains an inventory of church property and equipment  

 Ensure compliance with requisite inspections 

 Ensures functioning of property and systems 

 Serves as a liaison to the Building and Grounds Committee and the Vestry 

 Interfaces with San Jose Parish, who shares our facility  

 

Building Oversight (optimize utilization of the property) 

 Oversees building operations 

 Maintains calendar of room reservations and outside rentals for internal and external groups 

 Ensures building is set-up for events 

 Provides pricing, contracts, and invoices for groups renting space in the building 

 Serves as the primary contact for weddings and funerals 

 

Outreach 

 Serves as the public face of Saint George's  

 Serves as liaison to Kinhaven preschool (an external organization who uses space in the building 

during the week) 

 Interfaces with Food Pantry and other Parish outreach projects 

http://saintgeorgeschurch.org/
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 Works with drop-ins for rental assistance, cab vouchers, contributions, and other needs that may 

arise 

 

Technology  

 Maintains effective, current technological infrastructure  

 Issues and maintains logs of building access cards and keys 

 Manages Parish’s database  

 

Organizational Structure 

 Reports to: Rector 

 Supervises: bookkeeper, contributions manager, and sexton(s) 

 

Compensation 

 $55,000-$60,000 based upon experience, plus benefits 

 

The Ideal Candidate 
Qualifications 

 Holds a bachelor's degree 

 Speaks Spanish (preferred but not required) 

 Is a team player 

 Possesses management experience  

 Has general knowledge of the Episcopal Church  

 Has experience with facilities management  

 Excellent skills interfacing with public and congregants  

 Comfortable and knowledgeable with changing technology 

 

Our Values 

St. George’s is a vibrant and inclusive community that dares to live the questions, and places a premium 

on loving and serving others. With three weekly services, four choirs, fellowship activities crafted for 

members of all ages, monthly evensongs and taize services, and a fierce dedication to social justice and 

supporting those in our community, St. George’s truly does offer something for everyone.  No matter 

where our worshipers may find themselves in their faith journey, they will always find an open door and a 

listening ear at St. George’s. We not only welcome you, we accept you.  At St. George’s we constantly 

strive to minister to the changing community directly outside our doors, and to find our place in this urban 

environment.  

 

 

For consideration for the Director of Operations position, please submit a resume and cover letter to: 

info@saintgeorges.org. Briefly explain your background and experience, what skills and talents you will 

bring to St. George’s, what you want to gain and how you want to grow in this role, and why you are 

interested in the Director of Operations position at St. George’s Episcopal Church.  
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