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Position Open:  Office Manager 
 
Davis United Methodist Church (DUMC) welcomes applicants for the position of Office Manager. This position is 
ideal for a person who is organized, enjoys coordinating and promoting the various aspects of an active 
congregation, and has the skills to get the job done. 
 
POSITION SUMMARY  
The office manager will support provide clerical support, manage communications, records and information, and 
support the efficient and professional operation of the church. The position can also include bookkeeping if the 
candidate includes the skills and interest. 
Hours: Approximately 20-34 hours per week. 
Pay Range: $16-$18/hour.  Benefits include paid holiday and vacation. 
 
SUMMARY OF RESPONSIBILITIES 
COMMUNICATIONS  

 Serve as first point of contact for the public and church members/constituents. Provide assistance to 
visitors and callers, answering questions, providing direction to meeting locations, and taking messages.  

 Work with church volunteers to produce and edit print and electronic  communications, including:  
Worship bulletins, electronic newsletters, and flyers. 

 Update and maintain church website, both content and design.  

 Manage publicity for upcoming church events/programs using social media and press releases 

 
GENERAL CLERICAL  

 Produce and distribute correspondence.  

 Manage on-line and print church calendar and calendar user logins.  

 Manage inventory, upkeep, service calls, replacement, etc. for office equipment 

 Support committees, events and small groups, making child care arrangements when requested.  

 Provide clerical support to the pastor. 

 Maintain office procedures manual/instructions.  

 
RECORDS AND INFORMATION MANAGEMENT  

 Maintain paper and electronic files, including on-line services 

 Maintain database and Attendance Records  

 Process new hire paperwork and assist pastor in maintenance of personnel files. 
 
FACILITIES MANAGEMENT  

 Manage requests for facilities use from church groups/activities and/or from community groups/renters.  

 
FISCAL MANAGEMENT  

 Track office expenditures and provide input to Finance Committee  

 Track memorial gifts and produce acknowledgement letters to donors and families.  

 Coordinate check requests  
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 Deliver month-end packet of information to outside bookkeeper. 
 
ADDITIONAL FINANCIAL DUTIES (if candidate has skills and interest) 

 Quickbooks accounting—enter amounts and prepare for outside bookkeeper 

 Financial Reporting to Finance—prepare reports for various committees 

 Payroll assistance—prepare payroll for processing and coordinate payments with outside bookkeeper 
 
JOB QUALIFICATIONS AND REQUIREMENTS  

 Desire to work in a progressive Christian church which fully includes and affirms gay, lesbian, bisexual, and 
transgender persons.  

 Excellent written and verbal communication skills.  

 Excellent organizational skills; ability to prioritize.  

 Proficiency with a wide variety of computer software and applications: Microsoft Word and Outlook, and 
databases. Experience with Publisher, PowerPoint, Constant Contact, WordPress, and QuickBooks 
preferred. Ability to learn new software quickly.  

 Ability to work independently, with interruptions.  

 Collaborative work style.  

 Willingness to learn new things and welcome training.  

 Ability to maintain confidentiality and practice discretion.  

 Ability to lift up to 20 pounds, bend, stoop, and sit in front of a computer for extended periods of time.  

 At least two years prior office experience; experience adequate to demonstrate capability at tasks in the 
job description  

 Once hired, all church staff are required to complete a criminal background check, the results of the check 
can impact employment. 
 

TO APPLY: Applicants must submit a completed DUMC job application via email, or post: 
davisumc@davisumc.org; 1620 Anderson Rd, Davis, CA 95616. 

 
Please submit questions via email, no phone calls. 
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