
Office Manager  
Part Time: 20-25 hours  
Offering: $18-$21  

 
Community of the Cross Lutheran Church is offering a flexible part-time Office Manger 
position where you can do a variety of tasks and interact with congregants and the 
surrounding community, while working in a charming Bloomington neighborhood. The 
Office Manager works independently and with teams on tasks such as record 
management, worship material, supporting the church staff, and general office duties. If 
this sounds like an opportunity you want to learn more about, please send your resume 
or questions to office@cclcmn.org.  
 
  
  
Essential Functions: 
  

 Provide friendly, professional customer service to members, visitors, and 
staff. 

 Oversee and train any office volunteers and ensure phone coverage and 
office support.  

 Weekly congregation communication. 

 Basic website maintenance and office equipment maintenance.  

 Order and organize building supplies. 

 Receive & distribute mail including keeping postage. 

 Facilitate weekly worship service bulletins and PowerPoint presentations.  

 Provide administrative and resource assistance to the Pastor, church officers, 
and commissioners as requested to assist with the implementation of the 
vision, mission, and ministries for the church. 

 Other duties as assigned.  
 
  
  
Other Responsibilities: 
  

 Participate in weekly staff meetings. 

 Design and produce special publications as needed by staff and other 
congregation leadership. 

 Assist with mailings as requested. 

 Coordinate purchasing of office supplies and equipment. 

 Prepare E-newsletter  

 Maintain and update all member records. 

 Maintain building key log and security system updates. 

 Provide extra support for special projects. 
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 Minimum Requirements:  

 Personal relationship with God through faith in Jesus Christ 

 Three years or more of related work experience.  

 Fluency in Microsoft programs (including Word, Excel, Publisher).  

 Strong sense of organization with strong attention to detail and accuracy, 

balanced with a willingness to be flexible and adaptable to the needs of the 

position. 

 Demonstrated excellent communication, both written and verbal 

 Excellent interpersonal and people relationship skills 

 Must have an ability to multitask and prioritize tasks with multiple interruptions a 

day. 

 Must be a self-starter and able to prioritize responsibilities without much 

guidance. 

 Willingness and ability to successfully pass a background check.  

Physical Competencies: 

 Able to move freely around the office and church building.  

 Able to lift to 40 lbs. 

 Able to sit at a desk for extended periods of time, using and answering the 

telephone, and utilizing a computer keyboard. 

 
  
  
Send resumes to office@cclcmn.org  
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