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Administration Officer 
 

Location:  Arana Hills Church of Christ 

Accountable to: Senior Pastor and Church Leadership Council (CLC) 

Reporting to: Senior Pastor 

Key Reports: N/A 

 
 

POSITION OVERVIEW: 
The Administration Officer plays an integral role in supporting the CLC and Senior Pastor, to ensure the church, its 
ministries and operations run smoothly and strictly adhere to all regulatory requirements. This position requires a team 
player, with integrity, attention to detail and a “can-do” attitude. This position works closely with the 
Treasurer/Bookkeeper and the Creative Communications Officer (COO) as the front face of the church’s day-to-day 
operations.   

 

POSTITION RESPONSIBILITIES: 
Office Management 

• Monitor and manage all office correspondence including voicemail, mailboxes, and physical mail.  
• Respond to onsite visitors (e.g. Community, meetings and deliveries)  
• Ensure all church registers and supporting documentation are up-to-date and stored according to Data 

Management and Privacy policies and procedures. 
• Ensure the Church's Microsoft Licences are monitored, and access and permissions are managed according 

to Cyber Security policy and procedures. 
• Manage SharePoint and Teams file structures, access permissions and administrative settings (Teams, 

SharePoint, Lists, Forms) 
• Monitor and update online third-party platforms, as required, and ensure they adhere to the Privacy policy and 

are fit-for-purpose. (e.g. Elvanto: customisable settings, application integrations, access permissions)  
• Ensure that record-keeping, especially personal data and prayer requests is maintained according to Data 

Management and Privacy policies and procedures. 
• Monitor and update the church and staff team calendars  
• Manage Hall hirers including calendar management, data management, invoicing and compliances. 
• Manage Staff Meeting Agenda and Minutes, including action Items / feedback / calendar management / 

service announcements  
• Ensure office, reception and storage spaces are organised and adequately stocked 

 
Communication Support  

• Ensure that the CCO has all relevant information for Newsletters and Church Communications as are provided through 
the “Admin” email account 

• Provide editing support to the CCO on all Church communications 
 
Finance 



 

 

• Manage all cash offerings according to the Cash Banking Procedure 
• Work with the Treasurer/Bookkeeper to ensure all invoices payable are managed in a timely manner 
• Supply reconciliation reports from online platforms to the Treasurer/Bookkeeper in a timely manner  
• Ensure financial records are accurately filed according to Data Management policy and procedures.  
• Work with the Treasurer/Bookkeeper to ensure accurate management of staff payroll  
• Monitor Staff Timesheets and ensure accuracy and consistency 
• Assist staff to supply MEB statements and receipts according to reporting schedules 
• Support ministry leaders with quarterly Budgets and financial management according to CLC approval 
• Manage all invoicing for hall hire and property rental agreements 

 
Governance 

• Work with the CLC Secretary to prepare and distribute Meeting Agendas, and supporting documentation  
• Manage all administrative elements of the Annual General Meeting, and support CLC Secretary as required 
• Maintain and supply an up-to-date membership list to the CLC for review as required 
• Support CLC to ensure the church remains fully compliant. E.g. Reporting and regulatory requirements, insurance, and 

record-keeping.  
 
Risk Management 

• Liaise with all Ministry Leaders to ensure ministry activities adhere to and are compliant with the Risk Management 
Frameworks used (Arana Hills Church of Christ Risk Management Framework, Safe Ministries. 

• Ensure all Incident Reporting is monitored and managed according to the Incident Reporting policy and procedures.  
• Assist the CLC to monitor and manage all incidents, and risk events as required. 
• Monitor Fire Safety and First Aid compliances and maintenance for staff team, leaders and volunteers and undergo 

training as required. 
 
Facility Management 

• Ensure security codes are managed according to Hall Hire policy and are regularly reviewed and updated  
• Manage and maintain all relevant property registers. E.g. Maintenance, Asset, Keys 
• Liaise with the cleaning staff and maintenance team to ensure required works are completed in a timely manner and 

with CLC approval as required 
• Manage all cleaning and service product orders 

 
Human Resources  

• Manage staff onboarding and offboarding procedures, including required forms (Employee Onboarding Package) and 
compliances, induction procedures, permissions and access and record-keeping   

• Monitor contract review cycles and supply updates to CLC and Senior Pastor 
• Work with ministry and volunteer leaders to manage service rosters 

 
Service and Ministry Support 

• Liaise with hospitality volunteers to ensure service is adequately resourced for Coffee service and Communion. 
• Ensure Info Desk and Welcome information cards and collateral are adequately stocked. 
• Work with the COO to ensure Service information and collateral is relevant and up to date. 

 
 
 
 
 
 
ESSENTIAL SELECTION CRITERIA: 



 

 

1. Commitment to Jesus Christ as Lord and a demonstrable desire for ongoing personal discipleship. 
2. A passion for and synergy with the Vision and Mission of Arana Hills Church of Christ  
3. A servant spirit and ability to work positively in a team environment. 
4. Proficiency with Microsoft applications, adobe suite, third-party data management systems and social media 
5. Experience in small business bookkeeping, payroll and compliances is desirable  
6. Excellent written and verbal communication skills 
7. Willingness and ability to learn new programs and systems 
8. Ability and willingness to conform to: 
a. Copyright protocols applicable to worship services and other events 
b. Confidentiality and privacy of information protocols. 
c. Current OHS standards 
 
 
TIMEFRAME/RENUMERATION: 

• This is a permanent, part-time role for 22.5 hours per week with a 6-month probationary period. 
• Remuneration and terms are determined by the CLC according to the skills and experience of the successful applicant 
• Ideally, the successful applicant would work Monday to Wednesday, with flexible timeframes. 

 

 

 


