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Operations Assistant
	Position Information
Job Title
	



Operations Assistant

	[bookmark: _Hlk230328729]Job Code
	AS 410

	Department
	Operations

	Reports To
	Director of Operations

	FLSA Classification
	Non-exempt

	Hours Per Week
	20 Hours

	Revised Date
	June 2026

	Incumbent
	Open



Position Summary
The Operations Assistant supports the effective daily operations of the church through administrative coordination, facilities scheduling, vendor communication, supply management, and operational support. This position serves as a key organizational partner to the Director of Operations by helping ensure church facilities, equipment, calendars, and operational systems function efficiently and consistently in support of the congregation’s mission and ministries.
This person is a non-anxious presence, an excellent communicator, and able to exercise good judgment in a variety of situations. This person must be able to simultaneously handle competing priorities and confidential matters in a professional and timely manner.
This person will be a compassionate and collaborative leader/team member who is committed to and supports the vision and mission of Manchester UMC and its leadership.



Essential Responsibilities
Building Use and Calendar Coordination
· Schedule and coordinate the use of church facilities in accordance with established policies and procedures.
· Maintain and oversee the church’s master calendar and room reservation systems. 
· Assist in resolving scheduling conflicts and ensuring effective communication related to facility usage.
· Communicate regularly with ministry leaders, staff, outside groups, and vendors regarding space usage and scheduling needs.
· Coordinate event setup logistics and operational support for ministry programs and special events.
Office and Operational Support
· Order and maintain office, hospitality, and cleaning supplies.
· Oversee the purchase, maintenance, repair, and inventory of office equipment and operational resources.
· Process operational invoices and maintain organized administrative records.
· Assist the Director of Operations with day-to-day administrative and operational projects.
· Support operational planning and workflow coordination across church ministries and facilities. 
· Assist with implementing operational policies and procedures that promote safe and effective facility usage. 
· Support church safety, security, and compliance procedures and documentation.
Facilities and Maintenance Coordination
· Coordinate and track building maintenance requests and operational workflows.
· Maintain facilities maintenance software and ensure records are accurate and current.
· Communicate with vendors, contractors, and service providers as directed by the Director of Operations.
· Monitor the completion of maintenance and repair projects and maintain appropriate documentation.
· Assist with key and fob management, building access coordination, and operational security procedures.
· Help maintain operational records related to inspections, maintenance schedules, and compliance requirements.

Additional Responsibilities
· Support outside events and church-wide events and initiatives as needed.
· Other duties as assigned by the supervisor to support the ministry of Manchester UMC.
Qualifications and Experience
[bookmark: _Hlk230344749]Required Qualifications
· High school diploma or equivalent required.
· Three or more years of administrative, operations, facilities coordination, or office management experience.
· Strong organizational skills with the ability to manage multiple priorities and deadlines.
· Proficiency in Microsoft Office: Word, Excel, Outlook, and Teams.
· Excellent written and verbal communication skills.
· Demonstrated ability to work independently while collaborating effectively with staff, volunteers, vendors, and ministry leaders.
· Strong attention to detail, problem-solving skills, and follow-through.
· Ability to collaborate effectively in team-based ministry environments.
· Ability to maintain confidentiality and exercise sound judgment.

Preferred Qualifications
· Associate’s or bachelor’s degree in business administration, operations, communications, or related field.
· Experience working in a church, nonprofit, school, or similarly mission-driven organization.
· Experience with facilities management software, room reservation systems, or project tracking platforms.
· Familiarity with vendor coordination, invoice processing, and operational workflow systems.
· Experience supporting events, facilities operations, or multi-use buildings.

Core Competencies
Spiritual and Cultural Alignment
· Demonstrates a passion for Christian ministry as expressed by Manchester UMC.
· Supports the vision, mission, and leadership of Manchester UMC.
· Demonstrates emotional maturity, healthy boundaries, and sound judgment.
Communication and Relationships
· Communicates clearly and compassionately in both verbal and written forms.
· Builds healthy and collaborative working relationships.
· Demonstrates hospitality, professionalism, and approachability.
Leadership and Initiative
· Works effectively both independently and collaboratively.
· Demonstrates strong organizational and time management skills.
· Approaches challenges with creativity, flexibility, and solutions-oriented thinking.
· Handles conflict in a healthy and timely manner.
Professional Competence
· Maintains confidentiality and discretion.
· Demonstrates proficiency with relevant technology, software, and systems.
· Pursues learning and growth opportunities when available.

Work Environment
· This person is expected to work approximately 40 hours per week.
· Evening and weekend responsibilities are required.
· This position is eligible for full benefits in accordance with our current policies.
Comments
The above statements are intended to describe the general nature and level of work performed by employees in this position. They are not intended to be an exhaustive list of all responsibilities, duties, and skills required.
Employees may be required to perform other job-related duties as assigned by their supervisor.
Requirements are representative of the minimum levels of knowledge, skills, and/or abilities necessary to perform this position proficiently.
This document does not create an employment contract, implied or otherwise, other than an “at will” employment relationship (except for clergy appointed by the Bishop of the Missouri Annual Conference). 
MUMC is exempt from unemployment insurance coverage as defined under Employment Security law, Missouri Revised Statutes, Section 288.041. Wages earned by employees will not be used to determine insured worker status for unemployment insurance benefits.
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