THE NATIONAL PRESBYTERIAN CHURCH
CHURCH ADMINISTRATIVE OFFICER
POSITION DESCRIPTION
The Church Administrative Officer (CAO) is a full-time position on the management staff that is exempt from the provisions of the Fair Labor Standards Act.  The CAO’s primary responsibility is to supervise the non-ministry portion of the Church’s operations and supervise all non-ministry related staff.  These include management and oversight of Church Operations, Information Technology, Finance, Personnel, Facilities, and Communications.  The CAO works under the supervision of the Senior Pastor/Head of Staff
 and the guidance of the Session.  Since the Session delegates some matters to its Councils, the CAO also will consult regularly with the Councils relevant to the designated substantive areas identified below.
I. MAJOR RESPONSIBILITIES of this position pertain to the management and oversight of -
A. administrative operations relating to Church activities and programs;

B. property management of all campus facilities, buildings, and grounds;

C. operations, communications, and records management;

D. finance, including bookkeeping, budget planning, audit activities, and administrative oversight of church accounts;

E. personnel management and administration, and signing authority for personnel actions; 
F. the Bookstore, the Columbarium, food service, and media systems;

G. contracts, including selection process, contractor approval, contractor supervision, evaluation of performance, and payment.

II. MAJOR DUTIES of this position are to supervise and support non-ministry professional staff and contractors in fulfilling their responsibilities, in consultation with the Senior Pastor.
A. Manage and administrate personnel including record keeping for staff leaves, payroll changes, benefits, and other matters related to human resources, to ensure session personnel policies, the personnel manual, position descriptions and performance reviews are up-to-date;  that personnel records are maintained according to applicable laws; and that staff structure, assignment of responsibilities, hiring and termination of staff is accomplished under the direction of the Senior Pastor and the Personnel Council.  

B. Supervise and support the Finance Manager to ensure the development of the annual budget, appropriate systems for tracking financial information, procedures for assuring the integrity of financial systems and prudent financial management, as well as compliance with budget limitations, and readiness for the annual audit.
C. Supervise and support the Director of Communications to ensure that accurate information about church programs and activities is communicated efficiently, effectively, and in a timely manner.
D. Supervise and support the Director of Systems Administration to ensure that the church information systems, including computers, telephone, and related equipment, comply with current business technology and meet church needs.  These include systems for tracking financial information, personnel, contracting, and other business purposes.
E. Supervise and support the Facilities Manager to ensure timely maintenance of church facilities, buildings and grounds, planning for replacement of equipment as needed, and the selection and supervision of competent contractors.
F. Supervise and support the Operations Manager to ensure that church offices (including reception), the Bookstore, food service, media, custodial services, sound systems, and related activities operate effectively and in a manner characterized by professionalism, integrity, and efficiency.
G. Supervise and support administrative activities relating to compliance with applicable legal requirements pertaining to the Church as a 501c(3) corporation (such as timely payment of real property taxes and annual reports filed with DC Gov), insurance, Columbarium, and planning for emergencies. 
H. Review the Church’s business practices pertaining to the above areas A – G, to promote improvements, consistent with integrity, efficiency, and applicable budget limitations. 

 III.   QUALIFICATIONS 
A. A mature, personal relationship with Jesus Christ, showing continuing spiritual growth, moral and emotional strength, obedience to Biblical principles, and a demonstrated love for the Church.

B. A willingness to subscribe and adhere to the Church’s Biblical Standards for Christian Leaders.

C. Established record of successful executive leadership with corporate and/or government experience, including management of financial systems, human resources, communications, facilities, contracting, operational and administrative matters.

D. Demonstrated abilities to lead and supervise others, exercising sound judgment and delegating tasks with appropriate supervision and accountability.

E. Established record of professionalism with demonstrated ability to work cooperatively under pressure to accomplish missions in a multi-task environment.

F. Strong communications skills and sufficient computer competency to prepare written products and use the Church’s database software programs with minimal assistance.

G. Master’s degree in management, business administration, or other field conducive to development of the skills described above.

Any offer of employment for this position is contingent upon the successful outcome of the candidate’s background screening check, which the Church conducts for all prospective employees.

The physical demands described here are representative of those that must be met in order for an employee to perform successfully the essential functions of this position.  The employee is regularly required to stand, sit, walk, talk, listen, and lift, move and/or documents or other items that weigh up to 10 pounds.  The employee is frequently required to climb stairs, to reach for objects with arms and hands, and is sometimes required to stoop, kneel, and/or crouch.  Reasonable accommodations may be made to enable individuals with disabilities to perform these essential functions.
� The term Senior Pastor/Head of Staff also refers to the Interim Senior Pastor/Head of Staff during periods when the Church does not have an installed Senior Pastor/Head of Staff.
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