JOB DESCRIPTION
OFFICE ADMINISTRATOR
HARMONY BAPTIST ASSOCIATION
UPDATED 9/30/25
1. 	Title:  Office Administrator 
2.	Principal Function: Manage the office of the Association.
3.	Supervisor:  Director of Missions, in consultation with the Staff Recommendation Team.
4.	Terms of Employment:
Work Schedule:  Part Time:  Currently 21 hours per week.
				        9 AM -4:30 PM (LUNCH 12:00 – 12:30)

Compensation:  Hourly. Determined annually by the Staff Recommendation Team and in                            consultation with the Director of Missions.
Vacation:  N/A
Sick Days: N/A
Paid Holidays: the office will be closed on the following days: New Years Day, Memorial Day, July 4th, Labor Day, Thanksgiving with Friday, Christmas Break (Dec. 24-31).
Personal Days: Three days.
Performance Review:  Performed by the Director of Missions, annually.
Background Check: Criminal, Credit, and Character References.
Termination: The Office Administrator may resign with two weeks’ notice.
If two weeks are not giving by the Association, two weeks’ severance pay will be given.
Note: These guidelines are subject to periodic review and possible revision as may be dictated by prevailing circumstances.
Character:
Spiritual Maturity – Must be able to demonstrate a born-again experience with evidence of a growing spiritual life related to a local church.
Strong People Skills – Must be good at personal communication while wise enough to protect confidentiality of persons and churches.
Self-Motivation – Must understand the principles, priorities and actions of the Association to perform duties with minimal supervision.
Detail-Oriented – Must carry out all assignment with excellence.
Competencies:
Knowledge of Computer Software including Microsoft Office (Word, Excel, Publisher, Power Point, Outlook), Internet Explorer, and QuickBooks.
Responsibilities:
	a.	Personal secretary to the Director of Missions
		1.  Correspondence, filing, preparing for meeting, telephone communication
		2.  Keep Calendar of Activities and appointments
		3.  Serve as receptionist, receive visitors, telephone calls, mail, and deliveries
		4. Represent the Director of Missions when necessary

	b.  	Harmony Newsletter
		1.  Obtain materials; write assigned articles
		2.  Compile and keep mailing list current
		3. Produce newsletter including layout, printing, and folding
	4.  Enlist and supervise volunteers to assist with mailing preparation 

c.	Other Secretarial responsibilities
		1.  Secretary for ministry teams and other assigned group/teams
		2.  Compile and prepare the Book of Reports/Annual Minutes
		3.  Serve as purchasing agent for the Mission Office
		4.  Coordinate arrangements with churches hosting associational events
5.  Produce and distribute promotional materials for upcoming          associational events

d.	Supervisory responsibilities
		1.  Volunteer office workers

e.	Liaison between Mission Office and churches
1.  Upton request, do layout and printing for churches who do not have this capability 

f.  Finances
	1.  Deposit and record receipts
	2.  Prepare bills for payment
	3.  Assist Treasurer with financial reports

g.	Other related duties as assigned by the Director of Missions

