
Job Description 
Parish Administrator –St. Augustine’s Episcopal Church 

 
Reports to:    Rector 
Directly supervises:  No direct staff reports 
Status:    Part time (24 hours/week) 
Compensation:  $18/hour 
Last revised:   June 2017 
 

 
Job Summary 

St. Augustine’s is a lively and growing church in Wilmette. We seek a part-time parish 
administrator to assist staff, leaders, and members in their ministries by coordinating and 
maintaining the infrastructure that helps us to live out the work that God gives us to do. 
The parish administrator reports to the rector while also providing support to other staff 
and parish leadership as determined by the rector. Given the need for clear boundaries and 
discretion in this position, we seek candidates who are not members of St. Augustine’s 
Church. 

 
Core Functions 

• Communications: designs and executes communications material, including parish 
emails and other announcements, stewardship materials, seasonal mailings, annual 
meeting materials, and liturgical bulletins; collects and edits submissions from the 
clergy, wardens, and vestry, and other parish members for inclusion in communications 
materials; manages development and review process for parish communications 
materials; purchases and maintains services from outside vendors as needed; updates 
and maintains parish digital photographs and makes regular use of them in digital and 
printed form; maintains a welcoming and helpful presence through website and social 
media 

 
• Data management: maintains the church database (Realm), email contact list (Constant 

Contact), church calendar (My Church Events), website service (Squarespace), and 
other administrative functions determined in conversation with the rector; creates and 
maintains necessary schedules for parish ministries and Sunday liturgy in consultation 
with ministry leaders (Ministry Scheduler Pro)  

 
• Administrative support: responds to parishioner requests for assistance in implementing 

ministry events (adult forum, Family Promise, fellowship events); processes and 
distributes mail for church office, staff, and building tenants; provides support for 
mailings (labels, materials, stationery); fields and directs or responds to requests 
through general inbox (phone: ext. 10, email: augustine@); purchases and maintains 
supplies for church operations; maintains files in accessible order 

 



• Building management: coordinates use of the building and property; maintains building 
use agreements for periodic or regular use of St. Augustine’s (i.e., occasional use by 
parishioners for various events, regular use by Al-Anon, etc.); schedules and facilitates 
routine maintenance (pest control, boiler inspection, fire alarm inspection, roof 
inspection, lawn care, snow removal, etc.). 

 
 

Core Competencies 
• Organization: able to manage complex workflow similar to a small not-for-profit with 

attention to detail and structures of authority and responsibility in a church 
environment 
 

• Technological proficiency: is skilled at the deployment of various digital and software 
platforms, including web-based services, desktop publishing, social media, and both 
digital and printed communications platforms 

 
• Independent activity: functions well without direct supervision, able to manage own 

work and respond with flexibility and skill to urgent tasks as they arise 
 
• Communication: delivers verbal and written messages clearly and succinctly in a tone 

appropriate to the context; communicates in a style most effective for the situation; 
adjust the message while maintaining its essence dependent on the circumstance and 
listener 

 
 


