
 
ADMINISTRATIVE SPECIALIST   

40 hours per week – start date July 15, 2018 

Reports to: Director of Church Operations 

Key responsibilities: 

1. Administrative Management 
The St. John’s staff work together as a team. As part of the team, the Admin Specialist supports ministry 
staff in a variety of ways. This will include, but not be limited to: 

• Assisting ministry staff, particularly the Rector and the Vicar, with administrative help as needed. 

• Overseeing the ministry planning calendar. 

• Being the staff expert with the office equipment and the various software programs used by St. 
John’s. 

• Ensuring church records, attendance, and statistics are maintained for legal, church history, and 
ministry planning purposes.  

2. Financial Operations 
St. John’s is committed to excellence in managing the financial side of the church. Under the oversight 
of the Director of Church Operations the Admin Specialist will oversee both the donation/revenue 
process and the accounts receivable process in preparation for the bookkeeper. This will include: 

Revenue  
• Ensure that the cycle of counting, recording, reporting and depositing donations are completed 

in line with established SJV procedures. 

• Ensure that all other revenue is recorded, counted, reported and deposited in line with SJV 
procedures. 

Accounts Receivable 
• Manage the accounts receivable process in preparation for the bookkeeper. 

3. Donor Relations 
We value our donors and are grateful to God for their generosity. Because of this we place a high value 
in ensuring our donors are well cared for. Among other duties the Admin Specialist will: 

• Respond to donor enquiries. 

• Ensure the SJV database of donors is up to date and accurate. 

• Oversee the distribution of quarterly donor statements and ensure that the annual tax receipting 
process is completed annually by Feb 28 in line with CRA requirements. 

• Oversee the production and distribution of offering envelopes. 

4. Office Management 
A well-managed office is essential for the smooth execution of church ministry. The Admin Specialist will:  

• Ensure that the office is staffed by an admin person during regular office hours M-F 9:00 am – 
5:00 pm. 



 
• Answer SJV office phone and monitor the voice mail system.  

• Ensure the office is stocked with supplies as required. 

• Oversee the maintenance and smooth operations of all office machines, not including computer 
equipment. 

• Ensure the common areas and storage areas of the office are cleaned and maintained. 

5. Church Services Administration 
Church services are where we gather together as a congregation to worship God, to sing his praises and 
to pray. The Admin Specialist will play a key role in church services by: 

• Participating in the St. John’s Service Planning Group. 

• Overseeing the production of all service sheets and bulletins. 

• Producing and publishing service agendas as needed. 

• Ensuring deliveries from the office to the church for Sunday services are completed. 

6. Weddings, Funerals & Baptisms 
Weddings, funerals, and baptisms are unique opportunities for the Admin Specialist to bring a 
combination of Christian care and orderly processes to these important life events. Work in this area will 
include: 

• Meeting with clergy and families to help plan funerals. 

• Overseeing and ensuring all administrative aspects of weddings, funerals and baptisms are 
completed including: registrations, documentation, communications, facilities, service sheets, 
and revenue.  

 
Qualifications 

• Do you love the church and her people? 
• Has anyone told you that you have gifts in administration and organization?  
• Do you believe that good processes, well executed, are pretty important in Christian ministry?  
• Do you enjoy working with, and supporting, a great team of people on life-giving projects? 
• Do you enjoy, and have skills in, learning new software & new technologies?  
• Do you have a valid BC Driver’s license? 

 
If you can answer a definitive “yes” to all these questions the Administrative Specialist might be the job 
for you. If you would like to apply for this position please send your resume to employment@sjvan.org 
by June 15, 2018. 
 


