South Lyon First United Methodist Church seeks an Office Administrator, part-time (16-20 hrs/week), to support the operations and be the public face of our church office.  The Office Administrator is instrumental in supporting both church staff and members and must be detail- oriented.
Primary responsibilities for this position are:
--Be present during Monday and Wednesday 10a-3p hours to perform general office work and respond to phone and in-person inquiries
--Maintain accurate membership and team records with frequent use of CCB software (Church Community Builder)
--Coordinate building use and maintain the church calendar
--Prepare statistical and other reports as requested
--Assist with organizing events and classes as needed using proficient communication skills in staff and member interactions
Requirements include previous administrative experience, strong organizational skills, proficiency with office software and willingness to learn church management systems, and ability to collaborate with a team and work independently.

Send cover letter and resume to staffparish@southlyonfirstumc.org
southlyonfumc.org

