
The Episcopal Church of Saint John the Evangelist 

Part-Time Church Administrator 
 

Saint John the Evangelist (saintjohnsf.org) in San Francisco, an active, progressive, Episcopal 

parish seeks a friendly, resourceful, and well organized part-time church administrator with 

excellent writing, communication, and social skills, and the ability to independently prioritize 

and manage numerous activities. The position is 12 hours per week, with some flexibility in 

setting regular office days and hours. The ideal candidate is proficient with MS software 

applications (e.g., Word, Outlook, and Excel) and light bookkeeping and provides excellent 

customer service, appreciating that they may be the first person visitors meet or speak to. Some 

Spanish is desirable but not required. 

 

The church administrator serves as the sole office staff person. Primary responsibilities include: 

 Answer phone calls and emails, convey messages  

 Prepare and print weekly worship bulletin 

 Light bookkeeping, including preparing and recording bank deposits, recording invoices, 

and printing checks. Familiarity with or willingness to learn Fund-EZ. Previous fund 

accounting experience helpful but not necessary.  

 Facilitate and schedule building use 

 Maintain filing system 

 Maintain adequate supplies of items needed for the church office 

 Coordinate scheduling of minor building repairs, such as plumbing or electrical issues 

 Operate and monitor office equipment and work with outside vendors for maintenance 

 Support ministry staff 

 

We seek someone who projects a positive image for our church, is respectful and supportive of 

our mission, is willing to become proficient in Episcopal liturgy, and comfortable in a 

progressive, immigrant and LGBTQ-friendly Christian environment. Prior office management or 

executive assistant experience highly desired. 

 

To apply, please send resume and cover letter to sjesearch@yahoo.com. Applications will only 

be accepted via email. 

 

 

About St. John’s 

Located in the Mission District, blocks away from the 16
th

 Street BART station, St. John's is an 

active Episcopal parish of diverse people with open hearts and inquiring minds. At St. John’s 

lives are transformed by encountering the love of God in community. We strive to be radically 

welcoming, a sanctuary to all who enter this space; to promote justice and peace in our 

neighborhood and in the global community; to faithfully follow the footsteps of Jesus, making no 

peace with oppression and resisting all forms of evil. St. John's parish community is bound 

together in love and united by the Holy Spirit. 

 

http://www.saintjohnsf.org/
mailto:sjesearch@yahoo.com

