Administrative Assistant – Oberlin Congregational Church
The Administrative Assistant will possess demonstrated skills in the following areas: Office Management, Finance and Accounting, Software Applications, and Oberlin Policies and Procedures. 
The position is full time (8 to 5, Monday through Friday).

Salary range: $23,000 - $27,000

Normal receptionist and secretarial duties, including answering questions and making appropriate referrals for persons who contact the Church, support services for staff and Church groups as requested, preparation and duplication of Church-related documents (such as service bulletins, newsletters, and membership directories), maintenance for three years of records of significant paper work relating to Church business, and management of office supplies and equipment. This person maintains the official Church calendar, provides for maintenance of other Church programs such as the parking lot program, tape ministry, rental and facility use, and ensures compliance with financial laws and regulation, legal matters (such as the requirements of our copyright license), records retention. Maintains key and work order logs. Submits an annual budget request for administrative supplies, materials, and equipment. This position provides administrative support to all boards and committees. May be required to acquire estimates or bids for purchasing or projects. Priorities will be established by the Pastor if conflicts occur. Responsible for ensuring that the church is secured at the end of the workday.
Proficient in word, excel, editing and proofing, layout and graphics, church accounting software, preparing reports, and other use/care of the various hardware/software components to produce and maintain materials, files, lists, and records deemed necessary for the ongoing ministry of the Church.
Must have payroll and some accounting experience. Responsible for all duties associated with fiscal operations for a non-profit organization in compliance with state and federal regulations, Church policies and procedures, including payroll, vendor payments, and contracts.  This position requires knowledge of theory and practice of bookkeeping and accounting, and the ability to apply practical bookkeeping techniques, communicate effectively, prepare monthly and annual financial reports, and monitor and research money management.
Knowledgeable of Oberlin Child Care Policies and has oversight to ensure that they are followed. Responsible for the recruiting, coordination and provision of volunteer and paid child care providers for all programs to include Sunday School, Children’s Church, and other scheduled church activities. Is responsible for background checks on all childcare providers to meet Oberlin’s Child Care Policies. Ensures that teen childcare providers are over the age of 14 and have received a certificate of completion of a babysitting program and that the ratio of adults to teens is appropriate for the program (at least one adult over the age of 18 is present during each event and has oversight for all childcare providers per event).
