
 

 

OFFICE MANAGER SEARCH 
 
First Community United Methodist Church of Medford (www.firstcommunitymedford.org) 
is an open, welcoming, and reconciling congregation, seeking to lead lives following 
Christ’s example, aware of the need for social justice, transformative peace, and 
environmental stewardship. We commit ourselves to demonstrate the love of Christ to 
all God’s children, regardless of gender, race, class, age, culture, place of origin, 
education, physical ability, sexual orientation, or gender identity. 
 
FCUMC is in search of a part-time Office Manager who supports the life and mission of 
the church by performing regular administrative tasks and serving as the liaison 
between the church, its parishioners, and the wider community. 
 
The following list describes the tasks that the Office Manager is responsible for: 
 

• Communications: The office manager answers the church phone and checks its 
voice mailbox regularly. The office Manager handles all incoming and outgoing 
mails. In consultation with the Pastor, the Office Manager manages the church’s 
email account. The Office Manager is also responsible for communicating with 
the organizations that use the church building. 

 
• Bulletin (weekly): The Office Manager gathers relevant information and drafts 

the bulletin. After the Pastor’s review, the Office Manager prints them out on the 
predesigned bulletin template. 

 
• Newsletter (monthly): By the end of each month, the Office Manager produces 

the church’s newsletter with the articles and information provided by the Pastor 
and other leaders of the church. After the Pastor’s review, the Office Manager 
mails them out, both online and offline. 

 
• Church Conference (annual): The Office Manager assists the Pastor in 

prepping the conference by collecting data from different leaders and committees 
of the church, organizing them, and publishing the booklet. 

 
• Other Administrative Supports: The Office Manager provides other office 

related services upon the request of the Pastor and the church, including printing 
and sending out occasional pastoral letters, ordering office supplies, and 
purchasing seasonal flowers.  

 
 



 

 

To manage the listed tasks, the Office Manager must be: 
 

• Organized; 
• Sensitive to weekly and monthly timelines; 
• Excellent in both spoken and written communication; 
• Proficient in necessary computer skills, emailing, and Microsoft Office  

(*Having knowledge in MailChimp is a plus); 
• Experienced in keeping and tracking administrative records; and 
• Dedicated to maintaining professional boundaries and confidentiality. 

 
Finally, here are the terms of employment: 
 

• The Office Manager is expected to begin the job on July 1, 2020;  
• The Office Manager is considered a part-time position (10 hours per week); 
• The church pays $127.50 per week;  
• Workdays and workhours may be adjusted according to weekly tasks and the 

need of the church; 
• The Office Manager must be present on-site during at least half of the work 

hours; 
• The Staff-Parish Relations Committee (SPRC) provides overall supervision and 

administers a performance review by June 30, 2021, to determine if they would 
like to renew the agreement with the Office Manager. 

 
To apply, send your resume with a cover letter to fcumc02155@yahoo.com. Please 
include two contacts for reference in your application. For questions, email Pastor Suji 
Han (pastorsuji@gmail.com) or Jessica Killilea, SPRC Chairperson 
(jvallee77@gmail.com).  


