
Office Assistant Part-Time  

St. Timothy’s Episcopal Church has an immediate opening for a Part-time Office Assistant.  

We are looking for an energetic and personable individual with strong organizational skills, attention to detail, and ability to 

communicate effectively. This position requires someone who is enthusiastic, a creative problem solver, flexible, and highly 

productive. This role needs a self-starter who can maintain strict confidentiality.  The right candidate will be professional and 

pleasant when interfacing with the public, parishioners and staff. Good judgment and discretion are essential to this position.  

There are set office hours; however there is a small degree of flexibility in when the work can be performed (on-site and 

during office hours).  This can be discussed in the interview process.  The position includes the following responsibilities:  

• Greet visitors and answer telephone (daily)  

• Create and publish worship bulletins and constant contact email blasts (weekly)  

• Create, publish and distribute/mail church newsletter, both paper and electronic versions (monthly)  

• Create, publish and mail member letters (occasionally)  

• Schedule ministry and community events on via church calendar (weekly)  

• Assist and support clergy, volunteers and other staff with projects as needed (daily)  

• Attend staff meetings and occasional committee meetings (weekly / occasionally)  

• Collaborate with volunteers on weddings, baptisms, and funerals. 
 
Tools and skills:  

• Microsoft Office suite including Word, Publisher and Outlook  

• Communication with members and volunteers through email, scanning, web-based document sharing, etc.  

• Operation of advanced multi-function copier/printer  

• Familiarity with any church data management software is a plus -- not required. 

• Experience in a liturgical church setting (Episcopal, Lutheran, Orthodox, Roman Catholic) – not required. 
 
As a part-time position, sick pay and vacation are included after a probationary period.  Healthcare and retirement benefits 

are not provided.   For the candidate with more a more expansive skill set, we would consider full-time with healthcare and 

retirement benefits. 

Other skills that may increase compensation and expand to full-time status: 

• Contract Review – review, build, and maintain database of contractual terms and expiration/renewal dates.  Will 

help leadership continue and/or re-negotiate contractual terms in a timely manner. 

• Facilities Management – support Junior Warden and volunteer facilities manager in acquiring bids and working with 

contractors remotely and on site (as needed). 

• Website design and publishing experience / social media expertise. 

St. Timothy’s embodies the following values: 

▪ We welcome all with uncompromising hospitality and value everyone who seeks to experience God’s love, mercy, and 
power to heal. 

▪ We respect all wherever they are on life’s journey, with particular attention to our children and youth as the church of 
today, not just tomorrow. 

▪ We serve all as we live our baptismal covenant by sharing the Good News of God and the life of our community 
through mission, commitment to and involvement in outreach, and working for social justice. 

 
Applicants, please email your resume to Pastor Todd Bryant at rector@sainttimothysdanville.org.   
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