
Office Administrator 
 
St. Bartholomew’s United Church -22 Abbey Rd. Brampton, ON L6W 2T8 
Permanent Part-time – Tuesday-Friday 9:30am-2:30pm (with flexibility to meet unexpected church 
needs) 
 

St. Bartholomew’s United Church is seeking an Office Administrator to be an advocate for the 
congregation and the ministries we support, and will personally assist the Minister, Music Director, 
Official Board and its Committees, to insure the smooth operation of St. Bartholomew’s United 
Church.  
 
Tasks will include, but are not limited to: 

 Prepare, copy, and distribute bulletins for worship services, weekly congregational email, 
bi-yearly newsletters, membership directories, annual congregational report, and other 
correspondence as needed. 

 Organize and maintain the paper and electronic congregational file systems 
(Powerchurch) and records, meeting minutes, correspondence, and other records. 

 Update and maintain the current record of all members of the congregation. 
 Answer, and direct telephone calls to the minister and appropriate committees.   
 Greet visitors and direct to appropriate person. 
 Work with the minister, committee chairs and renters in maintaining the congregational 

events and facility use calendars. 
 Maintain the building key log and coordinate building usage. 
 Maintain the congregational website and update the social media presence. 
 Order and maintain office supplies and arrange for office equipment maintenance. 

 
Desired Skills and Abilities 

 Supportive of congregational members and committees. 
              Compassionate and welcoming person who is a good listener. 

 Proficient use of Windows 10, Excel, PowerPoint, Publisher, PDF files, and email. 
              Able to navigate and use social media to promote the congregation and our ministry 
              efforts; working knowledge of Power Church is an asset. 

 Ability to work independently with minimal supervision. 
 Proficient in the use of standard office equipment, including computers, phones, copiers, 

and printers. 
  Ability to problem-solve and prioritize multiple projects at one time 
  Strong oral and written communication skills 
 Shows initiative by looking for ways to do the job more efficiently; demonstrates an 

openness to change and trying new ideas with flexibility and with a focus on the church 
body as a whole. 

 Works to create an environment characterized by confidentiality, trust and openness, 
quality and professionalism, honesty and reliability. 

 Demonstrates unwavering ethics, and respect and consideration for individuals. 
 

Preferred Education and Experience 
              High School diploma with additional education i.e. Office Management  
              Previous experience as an administrative assistant is required. It is desirable that the  
              applicant has worked in a church environment. 
                                                                                                                                                
Please send your resume, references, and cover letter to officeadministrator@stbartholomews.ca  
by April 17, 2017. 
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