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Office Manager (Part-time) 
ORGANIZATION: 

Overbrook Presbyterian Church is a vibrant, growing congregation of about 380 members. It has 
been located since 1889 at the corner of City and Lancaster Avenues in the historic Philadelphia 
neighborhood of Overbrook Farms. Overbrook is sometimes called “the Church at the 
Crossroads” because its location bridges the city and suburbs. Overbrook attracts members from 
throughout the Philadelphia metro area, from city and suburb alike. It is a multicultural church 
that reflects the rich diversity of God’s people, and warmly embraces all people as full members 
of God’s family. 

Overbrook is affiliated with the Presbyterian Church (USA), though it has a thoroughly 
ecumenical spirit. Members come from a wide variety of denominational backgrounds to form a 
community centered in Jesus Christ. 

POSITION SUMMARY: 

In keeping with the mission of the church, this position is the welcoming face of the church in 
the office on a daily basis, answering telephones and greeting visitors with warmth, intelligence 
and responsiveness. This position is responsible for administrative and clerical duties that keep 
the church functioning efficiently and effectively doing the Lord’s work. In addition to 
receptionist and secretarial duties, this position is responsible for facilitating one-time and 
ongoing rental of church facilities by community organizations. The position interacts effectively 
with other staff members, the church Session and its committee members, and building tenants 
on a regular basis.  The person in this position must be able to work in a small, team-oriented 
staff environment in which staff members collaborate to get the work of the church done. The 
position reports directly to the Pastor; the Pastor determines work priorities when necessary, 
supervises and evaluates the position. 

DUTIES AND RESPONSIBILITIES:  

Receptionist/Secretarial 

• Greets and receives visitors, listens to determine what they need, gives needed assistance 
or information and/or refers them to other staff members or resources. The person in the 
position is often the first person a visitor or caller encounters, and will therefore leave a 
lasting impression of the church. 

• Answers and screens incoming telephone calls cordially and gives assistance, forwards 
the call to the appropriate person, or takes a clear message and delivers it promptly. 
Listens to voicemail messages that come in off-hours and responds to the caller or 
promptly routes the message to the appropriate staff person. 

• Checks email continuously throughout the day and answers email messages as soon as 
possible, at least within one full business day. 
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• Keeps accurate and up-to-date church membership records (new members, baptisms, 
weddings, deaths, etc.) in the church database (Logos). Maintains and updates Logos 
mailing lists, membership status, addresses, birthdates, and committees lists, etc. 

• Maintains and updates church website, outside announcement board, listserv and/or 
Constant Contact. 

• Types, proofs, and prints the weekly Sunday bulletin, in cooperation with the Pastor. 
Sends the bulletin by email to the scheduled Lay Leader by Friday the before the Sunday 
service. 

• Compiles articles/submissions from church staff and committees, and designs and 
produces the monthly newsletter. Designs and produces other brochures and flyers that 
are periodically requested by staff and committees. 

• Makes copies, schedules phone calls, composes and/or types correspondence, arranges 
and hosts meetings, makes travel arrangements, etc. as requested by the Pastor or other 
church staff. 

• Keeps current with church calendar (Advent, Epiphany, Lent, etc.), and related activities 
(Christmas and Easter flowers, special mailings, etc.), including seasonal busiest times 
when administrative assistant – church secretary is most needed. 

• Receives and distributes daily incoming mail. Organizes and send bulk mailings.  
• Maintains a master calendar of all church activities and of all events taking place in OPC. 
• Keeps inventory and orders and maintains office supplies and equipment efficiently. 
• Prepares Annual Reports. 
• Files routine paperwork regularly to keep filing up to date. 
• Welcomes the assistance of and coordinates assignments of a variety of volunteers, based 

on their skills. Typical volunteer jobs might be copying and collating materials, preparing 
bulk mailings, etc. 

• Maintains a master calendar of all church activities and events taking place in OPC, and 
is the primary contact person for requests for any conference room or church facility 
rentals. 

Property/Tenant Related 

• In scheduling events and rentals, gives priority to church events before scheduling non-
church events, and assures adequate set-up and take-down time for the custodian between 
events. 

• Coordinates minor repairs with the church custodian, keeps track of building issues, and 
arranges for office equipment/building repairs and maintenance as necessary using 
"outside" repair contractors and companies. Coordinates larger jobs with the Property 
Committee Chair. Coordinate with church custodian building repair projects that Property 
Committee from time to time will identify for custodian to complete (e.g. painting, 
window well cleaning, plaster repair, changing of batteries for emergency exit lights). 

• Supervises the work of the custodian as delegated by the Pastor. 
• Manages the settings/schedule for heating and cooling the church building (other than the 

sanctuary) per the usage schedule as delegated by the Pastor and the Property Committee. 
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• Creates and manages a schedule to be shared with the custodian to assure daily coverage 
for the following activities: 

o Open doors and turn on lights. 
o Walk-through building to check lights, security, leaks, etc. 
o Check thermostats per schedule above. 
o Being sure to coordinate with counterparts to avoid duplicate or unnecessary calls, 

contacts vendors for ordinary building issues (e.g. plumber, electrician, HVAC 
vendor, snow removal vendor, utilities) identified or referred to church office (e.g. 
stopped toilets, heat outage, leaking AC line, electrical issue). 

o Check doors before departure. 
o Lock doors, turn off lights, etc. 
o Maintain binder with records of service calls by vendors. 
o Scan all property-related invoices and place on DropBox  

• In coordination with the Pastor and Session Committees, assists renters who use the 
building for one-time, serial, or long-term rentals in the building. Works collaboratively 
and cordially with everyone.  

o Understands church rental policy and coordinate with Property Committee on 
ongoing policy. 

o Knows and acts as liaison with the respective leaders of the long term rental 
groups (e.g. Narberth Community Theater). 

o Receive calls from interested parties and groups. 
o Interviews prospective renters, collects information per application form, and 

explains church rental policies 
o Books one-time groups as per policy using approved rental forms, and in 

coordination with master calendar. 
o Brings prospective long-term rentals to property committee for consideration. 
o Coordinates with renters to ensure that they have appropriate access, janitorial 

service, etc. 
o Maintain files for rentals. 

• On-site liaison to contractors. 
o Ensure that contractors working in the building register at church office prior to 

working.  
o Know the names and locations of workers in the building.  This is a safety issue 

for the preschool and others in the building. 
• Manage church keys. 

o Maintain list of keys to church. 
o Recommend to Property Committee when necessary to change locks and keys. 
o Notify Property Committee and Pastor of any apparent security breach. 



4 

 

• Attends Property Committee meetings once per month. 2 hours from 4:30 pm to 6:30pm. 
• Make proposals / suggestions to property Committee for ways to improve revenues, find 

efficiencies, save money. 

• Other duties as assigned by the Pastor. 

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES: 

 Knowledge/ Skills: 

• The mission of Overbrook Presbyterian Church, and willingness to comply with its 
organizational policies and standards.  

• English grammar, spelling, punctuation, business formats and proper diction. 
• Good written and verbal communication 
• Computer proficiency in Microsoft Office applications (Word, Intermediate Excel, 

PowerPoint, Publisher and Outlook) and database operations and mail merges. 
• Experience with Logos or other data bases.  
• Experience with HTML and website maintenance preferred. 

Abilities/attributes: 

• Flexibility and eagerness to learn and work on different tasks as needed (quick, self-
motivated). Willing to seek out information, training, and resources as needed, and to ask 
questions when necessary. 

• Work independently to accomplish complex administrative/secretarial tasks. 
• Define and establish administrative and clerical procedures to accomplish work 

requirements.  
• Proofread: recognize and correct grammar and diction errors.  
• Maintain complex records to prepare accurate reports. 

Exercise courtesy and tact in speaking with people and in making proper disposition of 
problems. Pleasant even when under stress. 

• Establish and maintain effective working relationships with associates, church members, 
visitors, and the public. 

• Can work under pressure, remain calm and effective under a heavy workload, handle 
multiple tasks and priorities, and anticipate and meet deadlines. Willing occasionally to 
work evenings and weekends if necessary.  

• Extreme attention to detail with a focus on excellence. 
Manage time and resources effectively and efficiently – strong work ethic. 

• Always exercises discernment and wise judgment.  
• Respects confidentiality when handling personal information about church members or 

other sensitive matters. 
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MINIMUM ACCEPTABLE TRAINING AND EXPERIENCE 

(The following statement represents the minimum training and experience standards which will 
be used to admit or reject applicants.) 

Education: 

• High School Diploma or GED 

General Experience: 

• Three or more years of receptionist/secretarial experience. 

 Additional Specific Experience: 
 

• Two years in an administrative assistant position. 
 
PHYSICAL REQUIREMENTS: 

• Ability to lift up to 25 lbs. 

COMPENSATION AND BENEFITS: 

The position is part-time and offers no health benefits. 

2 weeks paid vacation to be accrued over the course of a year. 

 TO APPLY: 

Resumes should be sent to jobs@overbrookpresb.org 
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