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Function

The Administrative Assistant for Operations & Finance (AAOF) will provide support for the Manager of Church 
Operations (MCO) and Accountant and manage processes and databases including facility access.  He/she will 

FCOB. 

 

 relationship with Him. 
  
  

Abilities 

  
 

membership database management. -

 to learn additional software to complete required tasks.  
 -person contact with FCOB. 
 A self-  
 A team player with a positive attitude.  

Reportability 

The AAOF is reportable to the MCO or the Lead Pastor (LP) if the position of MCO is vacant. 

It is understood that the AAOF conforms to all policies and procedures in the FCOB Personnel Manual and FCOB 
 

Responsibilities 

  

1. 
 

2.  
3. Provides information and support for MCO meetings including F

 
4. 

and equipment/software quotes.  

  

1. Facilitates check/payment requests credit card processes  for operational and 
other expenses in accordance with FCOB Financial Policies. 
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2. -
 

3. -of-year donation 
 

4. Creates and updates attendance data and  
5.  

 –  

1. Coordinates key fob access to the facility by serving as liaison between congregation and MCO. 
a. ProdataKey 

(PDK)  
2. Manages Auto-Open Schedules for facility entrances and events. 

a. Utilizes CCB to program auto-
various groups. 

b. Schedules auto-open/close in accordance with Safety & Security policies and looks ahead to 
ensure appropriate and safe processes.  

3. Monitors Entrance A on a daily basis and other doors during special events.  Investigates prop alarms. 

  

1. -keeping) and 
policy/procedure organization.  

2. 
 

3. 
and/or LP. 

   

1. s 
with organizational policies.  

2. Ensures consistency in formatting and accuracy in content.  
3. Tracks 

board. 

General Administrative Support 

Assists 
-  

Other Tasks/Duties 

Performs MCO and/or LP. 

 

None 
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This is a part- -exempt position with a projected work schedule of 28-30 hours/week.

Compensation 

Salary commensurate with experience and ability.  

 

Meetings/Retreat Attendance 

 

Attend other meetings as stipulated by MCO and/or the LP. 

Professional Growth 

Utilizes holidays and leave as delineated in the FCOB Personnel Manual and FCOB  
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