
All Nation Community Church

 

POSITION:  Executive Administrator                             DEPT:  Administration

REPORT TO:  Senior Pastor

DUTIES AND RESPONSIBILITIES:

Essential Functions:

 Support the senior pastor in carrying out the vision for the church by giving sustained 
and attention to strategic ministry objectives, church-wide ministry mapping and 
planning, the development and implementation of processes for effective ministry 
evaluation and regular reports on progress as well as recommendations for next steps.

 Provide ongoing direction for the ministries that effectively reach the church’s current 
and target demographics, ensuring the accomplishment of annual goals for evangelism, 
spiritual formation and outreach.

 Ensure the operational readiness of the church through leadership and oversight of the 
support staff performing duties in administration, social media outlets and overall web 
presence as well as supply and facilities management.

 Facilitate the annual strategic planning process, including evaluation of ministry 
performance; review of mission, vision, and core values; and the development of key 
objectives and tactics; and the establishment of two-year goals.

 With strict directives from the pastor, implement infrastructure and uniform operational 
procedures for all ministries in the church, leadership and succession planning and 
change management for healthy, long-term growth of the church.

 Translate the strategic plan into the annual staff-operating plan. Ensure that department 
and individual goals and priorities match church-wide goals and priorities.

Administrative Functions:

 Works with the church accountant to develop a budget, approve purchases and manage 
cash flow.

 Supervises administrative and clerical staff members; Keeps personnel records
 Maintains office equipment and office supplies.
 Assists the pastor with written communications and phone messages
 Manages the church’s website, newsletter, magazine, bulletin, announcements and 

other publicity.
 Manages Schedules - Pastoral Appointments, Clerical Staff and Building Use Calendars 

eliminating conflicts
 Ensures that the physical buildings belonging to the church are in good repair; Contact 

vendors and acquire quotes and provide oversight for necessary repairs.
 Coordinate various vendors who provide maintenance and upkeep for the church 

property.



 Maintains all insurance policies associated with the church and keeps an inventory of all 
church property including vehicles and equipment.

 Manages energy use in the church and works to make it as efficient as possible.
 Manage church records and official documents.
 Answers questions from members and other staff regarding administrative processes.

Required Knowledge, Skills and Abilities

 Demonstrates excellent interpersonal and leadership skills.
 Displays strong verbal and written communication skills.
 Pays close attention to detail and has excellent record keeping abilities.
 Possesses strong technological abilities and has knowledge of computer programs such 

as Microsoft Word, Excel, PowerPoint and Access.
 Has the ability to operate standard office equipment.
 Possesses the ability to skillfully coordinate the work of a large group of volunteers.
 Has knowledge of and supports the church’s mission statement beliefs and 

commitment.

Education and Experience

 Associate degree in business or religious studies
 Bachelor’s degree in business or religious studies.
 Experience working in a church office preferred


