Lord of Life Lutheran Church

2480 W. Dublin-Granville Rd.

Columbus, OH 43235


Parish Business Administrator
November 2021
Position Purpose: 

This part time, 18 hour per week position, reports to the Pastor. 
The Parish Business Administrator (PBA) is an on-site administrative management position. The PBA works closely with the Pastor to
execute the Pastor’s responsibility for the administrative operations 
of the church.  
Congregational Vision:
Lord of Life Lutheran Church is committed to reaching out to others with 

the love of Jesus Christ.  We are a community of Christ where we experience

God’s grace, love, and acceptance through each other. From here, each of us is 

empowered to share, teach, and give what we have received.
 


Responsibilities:
Administration: 
Lead the Administrate Team. Attend quarterly evening Congregation 

Council meetings, lead weekly staff meetings, and other meetings as        suggested by the Congregation Council. 

As directed by the Pastor, work with the Parish Secretary to oversee the management of all official records and files of the Congregation.  
Maintain physical and data security of all Congregational records and files. 

Act as the purchasing agent for supplies and office equipment for the 

church. Order supplies for building and grounds so that the supplies are       always on hand. 

Coordinate maintenance and operation of computer hardware and 

software used by the church with the help of the Pastor and Technology 

team. 

Coordinate the daily work of office paid and unpaid staff, 

including the Parish Secretary. 

Coordinate with the Parish Secretary the daily functions of the          Congregation, including maintenance of the church calendar; scheduling             of events and meetings and production of bulletins and announcements. 

Meet, as needed, with the Lead Pastor to coordinate pastoral support 

activities as determined by the Lead Pastor. 

If desired by the Treasurer, help prepare an Annual Report 

of the Congregation. At a minimum, prepare and submit the Property, Administrate, and Technology budgets to the Treasurer.
Provide input as needed of marketing and social media initiatives 

planned by Discipling ministries. 

. 

Facilities Management: 
Supervise and be responsible for the maintenance and safety of all 

        
church buildings and grounds. 

· Coordinate and supervise outside vendors in routine and 

emergent building and grounds maintenance, including 

activities such as mowing, trimming, snowplowing, cleaning, 

and parking lot maintenance. 

· Coordinate and schedule volunteer maintenance activities.
· Establish and maintain a system by which Congregation 

members and others can report maintenance and cleaning 

issues. 

· Assign routine and emergent maintenance to volunteers and 

vendors for completion and coordinate their activities. 

· Track all maintenance requests through completion 

· Manage and supervise all work performed on the church 

building and grounds to assure that it meets the standards 

established by contract or other agreement. 

· Establish and maintain a preventive maintenance plan 

including vendor service agreements as required. Schedule                    and execute planned maintenance and phased replacement. 

· Maintain working condition of all facilities.
· Implement Congregational Council policies and procedures                    for building usage by inside and outside groups.
· Coordinate with the Parish Secretary the scheduling of rooms  
for meetings. Maintain a master calendar of facilities use. 

· Maintain building and grounds safety and security. Establish  

policy and procedures for issuing keys and codes and maintain  

key and code logs. 

· Maintain the records of the Memorial Garden. 

Human Resource Management:
Review and update the Employees Policy Manual for Pastor and 

Congregation Council review and approval. After approval, administer the 
 Policy Manual. 

Hire, train, supervise, evaluate and terminate paid and unpaid staff
under the direction of the Pastor and Congregational Council.

Provide administrative support to the Pastor for hiring, training, 

supervising, evaluating, and terminating of paid staff that are under 
the Pastor’s direction. 
Administer the salary and benefit programs of the Congregation for all 

non-rostered paid staff. 

Maintain accurate and up-to-date personnel files on each Congregation 

employee including vacation, sick days, education days and criminal 

background checks. 

Conduct and document formal annual performance reviews and 

evaluations of all paid administrative staff. 

Support the Pastor in conducting and documenting formal annual 

performance reviews and evaluations of all paid Discipling staff (i.e., Faith Formation Leader, Choir Director, Hospitality & Connections Leader etc.)

Financial Management: 
Act as a faithful steward for the gifts God has entrusted to Lord of 

Life Church. 

Administratively supervise the Parish Bookkeeper, and monitor financial 

reports, discussing with the Church Treasurer any financial issues. 
Prepare, administer and review the budgets in assigned areas of 

responsibility in collaboration with the Church Treasurer. 

Oversee the Parish Bookkeeper’s maintenance of accurate and timely 
records of contributions and expenditures. 

Manage payroll and reporting processes for all paid staff. 

Maintain the records of Memorial Garden purchases 

 Qualifications: Compliance to the Mission, Vision and Values of Lord of Life Church. 

Business or technical degree and/or a minimum of 5 years 

business/administrative experience. 

Basic knowledge of building and property maintenance. 

Understanding use and maintenance of technology used in business a plus

Ability to pass an Ohio Bureau of Criminal Investigation (BCI) 

background check, the cost of which is paid by the Congregation. 

Required Attributes/Skills: Demonstrated integrity, honesty and confidentiality. 

Demonstrated strong leadership, organization and project management 

skills. 

Proven ability to effectively manage and supervise individuals and 

teams. 

Ability to identify, develop, and manage resources, including 

Recruiting; and working with others in the congregation training volunteers. 
Ability to collaborate effectively and to work with parishioners of 

diverse personalities and opinions 

Strong oral, written, verbal and interpersonal communication. 

Ability to display initiative, make decisions and handle unexpected 

events. 

Ability to consistently meet deadlines. 

Working proficiency with Microsoft Word and Excel; ability to learn 

to use other church-related software and databases. 

Willingness to adjust work schedule to support special activities at the 

church. 

Desired Attributes/Skills:    Familiarity and experience with human resources procedures, 

including hiring, termination, and periodic evaluation. 

Experience with desktop computers (Windows or Mac) including basic administration , routine backups and system maintenance a plus



Compensation:

The compensation package is reviewed annually as part of the annual    






budget process.

Starting salary is approximately $20,600 based on skills and availability.







No health/medical benefits are provided. 



Time Commitment:

This is a part-time position requiring 18 hours per week. 
The weekly schedule and actual work hours are to be 
coordinated with the Pastor so as to ensure 
office coverage during the week where necessary. 
Accountability: 
The Parish Business Administrator reports to the Pastor.
         
All staff positions are at will and this position may be terminated 

          
with two weeks written notice, with the exception of moral malfeasance 
          
which results in immediate termination. 

Term:




Performance will be evaluated at 90 and 180 days of service initially, and 







thereafter in August in accordance with the Employee Policy Manual.







Violation of the Congregational Code of Ethics will lead to termination.







Two weeks’ notice is requested for resignation.  
Employee Signature:__________________________________      Date:___________________
