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Founded in 1861, St. Philip’s Episcopal Church is the sixth oldest historically African American 
congregation in the Episcopal Church, as well as the first to be founded in the American South. 
 
Position Title: Office Manager/Administrator 
Reports To:  The Rector 
Salary Range: $18-$21/hour commensurate with experience 
Schedule: 15 hours per week, Tuesday-Thursday. Additional compensated hours may be necessary during peak 
church seasons 
Employment Status: Part-time/Non-Exempt 

 
Position Overview: 
The Office Manager has the responsibility of providing a high level of office management, administrative and 
basic ministerial support to the Rector, church leaders, and congregation. 
 
Responsibilities: 

 Provide welcome and hospitality to visitors and members. 

 Maintain parish communications.  
i. answering and responding to phone calls and email, distributing postal and electronic mail, managing 

office correspondence as needed 
ii. printing and distributing hardcopy communications, including parish communications, newsletters, 

publicity notices, etc.   
iii. as needed, producing communications and notices 

 Prepare liturgical materials for worship including producing, printing and distributing bulletins and programs 
for services. 

 Coordinate building use and maintenance including  
i. maintaining rental contracts, and the schedule/calendar for in-person and virtual meetings;  
ii. coordinating maintenance and repair, service, and cleaning contractors  
iii. maintaining records of building maintenance and repair, including hardcopy and electronic service 

contract files 
iv. ordering kitchen and building supplies 

 Maintain records and documentation related to the church membership database and general church 

operations 

i. maintaining electronic and hardcopy parish registers and records 
ii. ordering and maintaining office supplies and equipment, including maintaining hardcopy and 

electronic related records and contracts 
iii. maintaining the organization and appearance of the office and supply cabinets 

 Work cooperatively with the Rector, Wardens and Vestry, Treasurer, Register, Sexton, Music Director, 
Church School Leadership, Youth Leadership, church guilds and organizations, and other persons in the 
performance of their roles and responsibilities.   

 Perform special duties and projects as assigned.  
 

Qualifications/Experience: 

 High school diploma, some college preferred. 

 Minimum 2 years office or administrative experience  

 Experience with Microsoft Office, including Word, Excel, PowerPoint, and ability to work with graphics. 

 Welcoming disposition--excellent communication and interpersonal skills. 

 Strong computer skills and ability to operate office equipment. 

 Willingness to learn. 

 Ability to handle stress and problem solve. 

 Ability to keep confidential and sensitive information. 

 A commitment to standing as a moral and upstanding representative of the church community. 

 Familiarity with and respect for the Episcopal Church. 


