
Creekside United Church of Christ 
Position Description 

 

Position: Church and Communications Administrator 

Supervised by: Team Lead Minister  

Status: Part Time (average 20-25 hours per week) 

Schedule: In Person Office Hours 12-3pm Tues-Friday and Tuesday morning staff meeting; 
other hours are flexible. Some work may be done remotely. 

Salary: $22-25/hour 

Effective date: July 23, 2026  

Summary: The Church and Communications Administrator is the central contact for many 
activities that happen at Creekside UCC, often being the first person people encounter 
when they contact the church. They keep the church office organized, administer systems 
such as database and scheduling apps, and drive the monthly schedule of 
communications. The successful candidate is friendly and focused, able to work 
independently on their goals, manage multiple priorities, and provide structure for other 
staff and clergy to follow so systems run smoothly.  

To apply: Please send resume and cover letter to Rev. Emily Goldthwaite, 
egoldthwaite@creeksideucc.org 

 

Responsibilities: 

Office management 

• Serve as the front desk reception during posted office hours and respond promptly 
to calls or email inquiries to the church.  

• Perform administrative tasks to manage the office, maintain the database, and 
schedule events and groups according to policies and procedures. 

• Assist with financial tasks such as receiving invoices or providing support to the 
annual pledge drive process. 

• Coordinate closely with other staff who lead systems such as security, building 
rentals and usage policies, funerals and weddings.  

 

Communications 

• Develop a workflow for the monthly communications including newsletter, print 
bulletins, weekly updates. Guide staff, clergy, and volunteers to execute on 



deadlines, with flexibility for unforeseen events that come up in the course of 
church life.   

• Edit and compile short articles, mass emails, and announcements submitted by 
multiple volunteers and staff. 

• Update the website on WordPress (such as pages, posts and photos).  
• Design simple flyers, invitations or handouts for events. 
• Update social media accounts (Facebook and Instagram), organizing a team of staff 

who provide content from ministry areas across the church.  

 

Required Qualifications:  

• At least one year experience working or volunteering in a faith community or 
nonprofit.  

• Experience creating posts and graphics for social media. 
• Proficiency with Microsoft Office Suite (particularly Outlook, Word, basic 

spreadsheets) 
• Basic experience with databases (we use Realm and will provide training). 
• Experience or willingness to learn WordPress for website updates. 

 

Skills and competencies preferred: 

• Strong cultural competency and openness to welcome all visitors to the church. 
• Organized and attentive to details and deadlines. Ability to work independently 

toward goals and prioritize tasks within a busy work environment.  
• Confidence writing concise communications, and editing the work of others.  
• Ability to handle confidential information and apply appropriate judgment to 

maintaining privacy of data.  
• Supportive of the mission of Creekside United Church of Christ.  

 

Physical requirements: 

• Primarily in-person work in the church office. 
• Position currently involves long stretches of sitting.  
• Use of computer and phone. 
• Lifting items such as deliveries (up to 20 lbs).  

 


