
   

 
Grand River Unitarian Congregation 

299 Sydney Street, Kitchener, N2G 3V8 
 

 
JOB DESCRIPTION: Office Administrator  
 
Revision Date:  April 2018 
 
Hours of work:  11 hours per week 
 
Role 
The role of the Office Administrator is to support GRU in achieving its mission by 
undertaking various administrative responsibilities as describe below. 
  
Relationships  
1.  The Office Administrator is hired by the Board of Trustees. 
2.  Daily supervision is provided by the Minister or her delegate. 
3.  The Office Administrator will work in cooperation with other staff and congregational 

leaders serving the goals of the congregation. 
 
 
Expected Competencies 
1. Effective oral and written communication skills 
2. Good computer skills. This includes proficiency in the following software 

applications:  Windows, Microsoft Word, Microsoft Excel, E-mail (Gmail), 
QuickBooks.  Knowledge of, or ability to learn the Power Church database as well as 
other general computer functions related to security and maintenance (back-ups, 
virus checking/updates). 

3. Basic knowledge of bookkeeping procedures. 
4. Good organizational skills and the ability to set priorities 
5. Ability to attend to detail and follow tasks through to completion 
6. Ability to maintain confidentiality. 
7. A good public presence -- presenting a welcoming presence to members or outsiders 

with whom you have contact. 
8. Patient and responsive in dealing with interruptions, unexpected events etc. 
9.  Able to work in an unsupervised situation, accountable to the minister on a day-to-

day basis. 
10.  Able to take the initiative to look for ways to improve procedures and bring any 

suggestions about procedures to the Minister or appropriate volunteer. 
11.  Able to maintain effective working relationships with the Board, the treasurer, 

committee chairs and other congregational members as required to perform the 
administrative tasks.  This includes following up with volunteers to ensure 
administrative tasks are completed, asking for assistance when needed. 



   

12. Able to assist with layout and publication of brochures and other documents. 
 
Duties and Responsibilities 
 
The main tasks will be those contained in the following list.  However, the list may be 
adapted over time as these tasks are prioritized in a way that best serves the needs 
of the congregation within the time allotted for the position. 
 
Daily, when on-site 

1. Retrieve phone messages, answer enquiries, and forward to others as 
appropriate. 

2. Serve as a point of contact for the Custodian, forwarding building 
concerns to the Custodian and the Building and Grounds Coordinator. 

3. Review postal mail, process invoices and forward to others as 
appropriate. 

4. Respond to rental requests answering questions based on our rental 
policy.  Pass this information on to the rental coordinator for 
approval.  Draw up rental contracts and ensure that rental payments 
are received.  Keep a file of rental contracts. 

5. Receive and respond to email requests and enquiries. 
  
Weekly  

• Bookkeeping support: Perform bookkeeping tasks as directed by the 
Treasurer, including:   
1. Prepare material to be sent to out bookkeeping company 
2. Record weekly donations in Power Church and print reports.   
3. File all paperwork. 
 

• Other tasks 
1. Maintain weekly attendance records for Sunday services. 
2.  Maintain the schedule of building usage for congregational 

activities. 
3. Monitor the bulletin boards, keeping items current 
4. In consultation with the Minister or her designate prepare and print 

the order of service each Sunday. 
5. Prepare and print the weekly announcement sheet. 
6. Email announcements to members and friends, and other items as 

required through MailChimp 
7.  Forward email inquiries to others as appropriate. 
8. Maintain congregational files for accounting records and any others 

requested by the Minister or the Board of Trustees. 
9. When required, coordinate activities of administrative volunteers 
10. Provide administrative support to the minister as requested 



   

11. With the assistance of the Building and Grounds Coordinator, set 
building thermostat so that the building is heated for 
congregational events. 

 
 
Monthly 

• Bookkeeping support:   
Under the direction of the Treasurer, undertake various monthly tasks 
including: 
1. Communicate with the bookkeeping company, providing any materials 

requested. 
2. Review information received from the bookkeeping company and alert 

the treasurer if questions arise. 
3. File paperwork. 

 
 

• Other tasks 
 

1. Keep GRU’s list of addresses and directory information up to date. 
2. Print labels required for various mailings as directed by the Board (eg. 

canvass brochures). 
3. Maintain office supplies, and recommend annual budget. 
4. Prepare newsletter for MailChimp publication  
5. Communicate with the snow plough operator re: church events for the 

month 
6. Ordering office supplies and building/custodial supplies as needed 
7. Monitor parking lot as required 

 
 
Yearly 

• Bookkeeping tasks: Assist with year-end tasks as directed by the treasurer 
including 

 
• Other tasks: Update membership/friends database in consultation with the 

Membership Committee, and print directory as requested. 
 
Accountability 

The Office Administrator is ultimately accountable to the Board of Trustees, but is 
supervised by the Minister.  An annual performance evaluation will be conducted by 
a task force consisting of the Minister, Human Resources Committee Representative, 
and the Treasurer. 
 

Hours of Work:   11 hours per week 


