
The River Anglican Church - Staff Administrator Job Description 

February 2019 

 

Job Description: The staff administrator relieves the Rector and staff of administrative 

responsibilities and tasks. This position, like all staff, report directly to the Rector; responsibilities are 

not to be given by, or accepted from, non-staff.  

 

Explanation: A person is needed in this role because the present load of logistical tasks has become 

burdensome, taking time and energies away from relational ministry. A person in this position should 

be uncomfortable with a lack of order, structure and process. Thus, assertiveness, initiative, and drive 

to put things in their rightful place -- creating much-needed organization -- is needed. A balance of 

administrative skills with relational abilities would be the best fit. A fixed schedule would be essential 

so that there would not be an expectation that this person is available all the time. In other words, it 

would be important that good boundaries be kept so there was not the perception that this person is 

available 24/7 by email/text. We are asking this person to work at the Edge at least half of their hours, 

so they are accessible and can help oversee the organization of the Edge space (and CoG space). Leave 

time is flexible as long as duties are covered. 

 

Estimated time: 10 hours/week, decreasing over the summer and down-times such as 

Thanksgiving and Christmas. 

 

Pay: Hourly rate dependent upon experience. Pay is bi-monthly. Hours and tasks are logged into 

Google Docs and turned in before payday. 

 

Expectations: Please attend worship at least 2/4 Sundays per month and be present for special 

occasions, services and seasons as per staff policy. Worship services do not count as paid time, though 

any meetings/responsibilities before or after, do (as long as they are part of their job description and 

not simply groups or classes attended for non-work reasons).  

 

Primary Responsibilities: estimated weekly hours in ().  

 

1.   (2.0) Assisting the Rector - tasks from interpersonal to administrative. 

 

2.  (2.0) Serving the staff 

 

A. (1.0) Attend weekly staff meetings (Tuesdays 2:30-3:30). 

B. (2.0) Support various events and programs as needed, often arising from staff meetings. 

 

3. (1.5) Recruiting and overseeing Volunteers. 

 

A. (1.0) Volunteers - Volunteer Scheduling Initial scheduling takes about 0.5, but there is  

usually some follow-up due to rejected requests or unanswered requests. During 

January/February and August/September more time is typically required for follow-up 



or training due to kick off, adding new volunteers to teams, communicating with team 

leaders for new people to be trained, etc. Ensuring that volunteers are showing up (and 

following up with them if they miss) is a must. 

 

4.  (2.0) Communication with congregation 

 

A. (1.5) Bulletins - Editing/formatting/printing bulletin inserts. Mainly copy/paste from  

eNews, condensing information to better fit the bulletin insert. Coordinate with 

volunteer(s) who do folding/stuffing. 

B. (.25) Anglican Church of North America and Diocese of Christ our Hope - helping to  

arrange travel, lodging and payment for retreats, submitting annual reports, 

arranging parish visits for bishops, etc. 

C. (.25) Pastoral events (births, deaths, membership, baptisms, etc.) - Communicating  

to staff and congregation re: births, deaths/funerals, sending condolences 

(flowers, cards, etc), coordinating gifts for special events. 

 

5. (.5) Edge Calendar and Scheduling - The time spent on this is largely dependent on how many 

requests are received that week. Includes checking if the calendar is free, adding events, and 

sometimes working with groups/individuals to work around scheduling conflicts.  

 

6.  (3.0) Various as assigned - assignments related to facilities and maintaining space (The Edge, 

Church of God), promotions, errands, securing childcare for ongoing and special programs, filing 

important documents (baptisms, membership, etc); sorting mail and assure sermons are uploaded. 

 

Please email Chris Meckley (Chris@TheRiverNRV.org) with a cover letter and resume.  

The River’s website is www.TheRiverNRV.org. 
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