
UNION BAPTIST CHURCH OF CAMBRIDGE

Church Administrator

The Union Baptist Church is seeking a diligent and self-motivated individual to serve as administrator for this historic congregation in Cambridge, Massachusetts. The administrator will work for fifteen hours per week providing assistance to the Senior Pastor and the ministries and members of the congregation as they carry out the mission of the church. The majority of the administrator’s time will be spent in two main areas: 

1) Assisting the Senior Pastor (and Pastoral Staff) with correspondence, administrative planning, scheduling, and record-keeping; 

2) Assisting the Board of Trustees with business administration and facilities management, including (but not limited to) correspondence, serving as a liaison to vendors and contractors, and other duties as assigned. The administrator shall also be responsible for preparing and producing all bulletins for worship services or programs sponsored by the church or its affiliates. 

The administrator will be provided with workspace, and will be expected to spend the majority of his or her hours on-site (work schedule is negotiable based on the needs of the church). The administrator will be expected to be proficient in the use of MS Word, MS Excel, MS PowerPoint, MS Outlook, and to be able to use the internet as a resource for completing the demands of the job. The position will be compensated at a rate of $12.50 per hour, subject to all applicable state and federal employee taxes. 

Interested applicants should submit a cover letter stating the reason for their interest in the position, as well as a current resume electronically to churchadmin@ubccambridge.org. Only electronic applications will be accepted. No calls or postal mail, please. Completed applications are due no later than January 31st, 2012. Finalists will be subject to several appropriate background checks including but not limited to a Criminal Offender Record Information (CORI). Applicants can learn more information about the church and its ministries online at www.ubccambridge.org. 

Union Baptist Church is an equal opportunity employer. 


