HOPE CHURCH

77 W. 11th St., Holland, MI 49423

Job Description

Title:


Sunday Administrative Support and Administrative Substitute
Reports to:

Administrator
Hours of Work:
This is a part-time hourly position – 

9:30 to 12:30 on Sundays during the program year; 9:30 – 11:30 on summer Sundays.  Administrative substitute hours will be on an as needed basis.  
Position Purpose:
To provide reliable and consistent support for the Hope Church program including office procedure and building knowledge.
Essential Duties and Responsibilities:

Sundays during program year, September through May –Be available in the church office for any general or special needs from 9:30 a.m. to 12:30 p.m.  Sundays during June, July and August: 9:30 – 11:30 a.m.  Attendance at worship is acceptable with presence in the office beforehand.  
Sunday duties will involve checking the weekly schedule and the room set-up clipboard for any special requests and seeing that things are in place.  Sanctuary should be checked for worship readiness.  

Scheduling and regulation of the heating and cooling system can be done by computer in both Office I and II.  
Phones:  be available to answer phone related inquiries and forward messages to appropriate personnel.

To function as administrative substitute for vacation or illness, training will be provided in the day-to-day operation of the office.  It is possible that coverage for custodian illness/vacation may also be required.  
