
First United Methodist Church of Dunnellon 
 

Job Description 
 

Position Title:  Office Receptionist 
______________________________________________________________________ 

  
CHURCH’S MISSION STATEMENT:  Building the Kingdom in Everything We Do by leading people to 
Jesus and membership in His Family. We are a Church beyond Walls: Strengthening our Faith, Sharing 
the Gospel, Serving and loving our Neighbors.” 
 

POSITION REPORTS TO:  Church Administrator. Reports indirectly to the Pastor and the Staff Parish 

Relations Committee (SPRC) 
 

POSITION CLASSIFICATION: Part-time, Salaried Exempt 
 

POSITION SUMMARY:  The person in this position must be a Christian with excellent office skills who 
truly feels "called to Christian service" and is living according to the teachings of the Bible. 
The activities in the office are critical functions and often occur in a fast paced, multi-tasked type 
environment.  Frequent changes occur and the ideal candidate will possess the ability to maintain 
consistent efficiency. 
 

REGULAR DUTIES:   
 

1. Responsible for: 
a) Routine office administrative duties: Included are reception duties, assisting walk-ins, 

answering phones, recording voicemails, typing, filing copying, reading and taking action on 
mail and e-mails, sending and receiving faxed material and coordinating.  

b) Prayer Cards: Receives information from multiple sources, including Church Services, walk-
in, telephonically. Once received, analyzes to determine appropriate avenue for Church 
response (Intercessions, Prayer Chain, Somebody Cares or others). 

c) Prepare weekly Somebody Cares prayer group list, make copies and have packet ready for 
their weekly meeting 

d) Maintain Rehabilitation and Hospital Board: Receive notification from multiple sources and 
update Office White Board with current data. Insure Pastor and appropriate personnel are 
updated immediately when required.  

e) Altar Flowers: Receives information requesting flowers. Takes appropriate action to fulfill 
requests (Weekly Ordering, Addition to Bulletin, Periodic review of process and audit). 

f) Pastor’s Calendar: Coordinates with Pastor to schedule visits, meetings, counselling and 
insures all are de-conflicted and appropriately scheduled. Routinely check the Pastor’s in-
box, e-mails, and his miscellaneous ‘to-do’ listing. Keep Church Administrator up to date on 
Pastor’s location and coordinate with Certified Lay Leaders on their activities. 

g) Manage Memorial Gift Acknowledgements to include receipt, notification of appropriate 
personnel, and recording. 

h) Food Pantry: Coordinates with Food Pantry Committee for pre-packaged food bags and 
validation of personnel picking up food (Identification, recording of receipt and maintenance 
of all reporting procedures). 

i) Distribution of periodic newsletter 
 

Assist with: 
a) Gathering information for preparation of the Service Bulletins: Weekly worship, funeral, and 

special events. Prepare weekly bulletin for Sunday services, funeral and special events 
bulletins as necessary.  

b) Church Calendar:  Maintains Church facilities calendar to include receipt of requests 
(Building Use Forms), scheduling of activity/resource, de-conflicting of potential conflicts and 
notification of appropriate personnel of changes.  



c) Membership Church Windows Database to include frequent changes, queries on data, input 
of attendance records and an annual scrub/update.  

d) Maintain Minutes Database: Includes tracking, collection, reading and notification of 
significant activities to key Church personnel. 

e) Conference Reporting: Assist with various monthly, quarterly, annually reports due to District 
and Conference. 

f) Annually update Church-wide booklets, including Missions, United Methodist Men and 
United Methodist Women.   

 

2. Shares at staff devotions and when called upon to do so prays with, witnessing to visitors and 
others during the work day. 

 

QUALIFICATIONS:  
 

1. Education and Experience:  
a) High School graduate (or equivalent) or higher, with a minimum of two years working 

experience as an office assistant. 
b) Experience working in a church office is preferred. 

 

2. Knowledge, Skills and Abilities:   
a) Strong technical knowledge of varied office computer software, including but not limited to 

Microsoft Word, Excel, and Power Point. Experience in utilizing internet for research and 
work-related function. Knowledge of Church Windows preferred. 

b) Demonstrated competency in multi-tasking and a fast-paced environment.   
c) Ability to understand and follow oral and written instructions.  
d) Ability to prepare and interpret clear and concise reports, correspondence and other written 

materials.   
e) Ability to communicate and work positively and effectively with all administrative and support 

staff to include volunteers and church members. 
f) Ability to use tact and diplomacy to deal with a wide variety of individuals and personalities 

in responding to the needs and questions of the congregation. 
g) Ability to maintain a high degree of confidentiality and integrity in processing sensitive and 

confidential information. 
h) Ability to undertake responsibilities with initiative and good judgment. Ability to assume 

accountability for work performed.   
i) Must live and maintain a Christian life style consistent with the Bible and church policies and 

refrain from any action, personal or private, that would embarrass and/or reflect badly on the 
church. 

 

3. Background Check 
a) Incumbent must pass (or have passed within the last five years) a background check. 

 

*This job description should not be interpreted as all inclusive. It is intended to identify the major responsibilities 
and requirements of this job. The selected candidate may be requested to perform job-related tasks other than 
those stated in this job description. Any essential function or requirement of this job will be evaluated as 
necessary should the selected candidate be unable to perform the function or requirement due to a disability as 
defined by the Americans with Disabilities Act (ADA). 
 

Approved by: 
Pastor:         Date:      
 
Chairperson, SPRC:       Date:      
 
I have read and understand the above described job duties and responsibilities. 
 
Employee:         Date:      
 
Date drafted: 7/2017 


