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Frisco First Baptist Church
Job Description

Office Manager

Position Title: 	Office Manager (Non-exempt position)
Department: 	Adult Ministries 
Supervisor: 	Executive Pastor
Position Summary: The office manager will work to ensure that all the administrative details for the administrative staff are completed accurately, efficiently, and confidentially. Responsibilities will include the management of staff including the Adult Ministry Administrative Assistants and the Executive Assistant.
Skills/Experience: 	This position requires the individual to be highly motivated.  Individual must possess strong administrative, organizational, and related computer skills.  Individual must be able to work independently with minimal supervision.  Individual must have the ability to prioritize assigned responsibilities.
Requirements: 	Display a professional and positive attitude toward church members and other employees. Exercise creativity and sound judgment without close supervision.  Confidentiality must be exercised at all times.
General Responsibilities of the Office Manager: 
1. Executive Pastor Support
Serve as Executive Assistant to the Executive Pastor, maintaining his calendar, coordinating meetings, and managing scheduling priorities.
Provide administrative support for the Executive Pastor, including correspondence, document preparation, collaboration and special projects.
Assist with the planning and execution of events and initiatives led by the Executive Pastor.
Anticipate and manage administrative needs to ensure the Executive Pastor is supported in his leadership responsibilities.
Conduct research projects as assigned by the Executive Pastor.

2. Administrative Oversight
Supervise the Adult Ministry Administrative Assistants and the Executive Assistant, including training, task assignment, and performance support.
Manage departmental workflows and ensure that administrative responsibilities are completed with accuracy and timeliness.
Maintain the master church planning calendar and schedule meetings as needed.
Oversee the use and accuracy of the church database (CCB), including calendaring, forms, communications, childcare/tech requests, visitor tracking, new logins, and membership updates.
Manage the church database contract, submit support requests as needed, and assist in training staff on database use.
Oversee contracts, maintenance, and supply ordering for copy machines.
Oversee the contract and delivery of water for water coolers and process payables for related services.
Create and distribute communications to staff, members, and LifeGroup leaders as directed.
Oversee and coordinate the bi-annual staff review process, ensuring evaluations are completed accurately, consistently, and in a timely manner.
3. Event and Meeting Coordination
Plan, organize, and execute ministry-related events such as LifeGroup leadership training, ministerial retreats, staff meetings, and departmental events.
Provide support and coordination for all Men’s Ministry events.
Coordinate and support church-wide events as assigned.
Provide logistical support for ministry team meetings, including the Finance Team and Personnel Team.
Prepare materials, agendas, and documentation for meetings and trainings.
Coordinate food service for events and meetings, including ordering, setup, and cleanup.
4. Staff and Church Support
Collaborate with the Communications team on website updates, church calendar, bulletins, and related communication pieces.
Coordinate staff recognition efforts, including birthdays and anniversaries, and manage related celebrations, plan and executive quarterly All Staff Lunches.
Respond to questions and requests from staff, members, LifeGroup leaders, and community contacts.
Provide administrative support for church leadership as needed.




Note:  This job description is not intended to be all-inclusive.  Employee may perform other related duties as negotiated to meet the ongoing needs of the organization.







Employee Signature: _____________________________________ Date: _______________________
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