
Ad-Ministry Leader Job Description 
FUMC Texas City  

Encounter Love. Grow Together. Inspire Change. 
 
Summary: 
The Ad-ministry Leader is responsible for coordinating and completing the administrative duties 
that are vital to the work of ministry at First UMC. This leader will perform tasks as assigned and 
empower a group of volunteers to complete the church’s administrative tasks. 
 
Expectations: 

1) Have formal training in administration or at least 3 years experience 
2) Be familiar with word-processing, computer operation, and financial and membership 

software such as Quicken, Logos, Publisher, Word, etc. 
3) Have a working knowledge of general accounting principles and the parameters of best 

business practices 
4) Able to follow directions, take initiative, and lead others 
5) Be detail-oriented 

 
Work Hours: 
8:30am until 2:30pm, Tuesday and Thursday, unless otherwise directed by the pastor.  
 
Vacation, Sick Leave, Holidays, Personal Days: 
See personnel policy. Time off is to be scheduled with pastor ahead of time. 
 
Line of Accountability: 
Directly accountable to the Senior Pastor and the Church Leadership Council 
 
Leadership Duties: 

1. Train and recruit volunteers to assist with front desk duties such as answering phones and 
greeting guests. 

2. Train and recruit volunteers to count funds received for weekly church deposits 
3. Create a collaborative environment that empowers church members to complete as much of 

the administrative work below as possible 
 
Financial Duties: 

1. To maintain all financial records for FUMC with accuracy and reliability 
2. To give a monthly financial report to the Church Leadership Council 
3. To review and pay all invoices for the church 
4. To do the payroll for the church semi-monthly, including federal deposits of taxes and social 

security funds withheld for lay employees 
5. To provide quarterly reports to every contributor of their total contribution made to the 

church for that quarter 
6. To provide annual reports to every contributor of the total contribution made to the church 

for that calendar year for tax purpose 



7. To complete annual Financial and Trustees reports as required by the District, Annual 
Conference, and Leadership Council 

 
Communication Duties: 

1. Schedule events on the church calendar and communicate events to the congregation and 
neighborhood through signs, flyers, the website, etc. 

2. Maintain and update the church website.  
3. Design, print, and mail a regular Church newsletter 
4. Design, print, and set out weekly worship bulletins in coordination with the Music Leader 
5. To recommend to the appropriate committees any new processes, publications, and/or 

projects that would enhance the communications and public understanding of FUMC 
 
Oak Tree MDO Duties: 

1. Maintain detailed records of program income and expenses 
2. Do the payroll for the program semi-monthly, including federal deposits of taxes and social 

security funds withheld 
3. Other administrative and communicative duties as needed (eg. printing calendars, sign up 

lists, etc.) 
 
Other and Occasional Duties: 

1. Responsible for booking weddings in sanctuary and chapel in coordination with the pastor 
and church leadership. 

2. Organize and keep available church records, including personnel and building/maintenance 
records 

3. Quote fees and schedule use of building 
4. Open and distribute mail daily 
5. Operate or assist others in operating the church office equipment 
6. Responsible for acknowledgements of deaths and memorials 
7. To maintain a contact list of current and potential vendors who service FUMC 

 
Compensation: 
The salary of the Ad-ministry Leader is determined by the Church Leadership Council.  Should 
responsibilities and work hours increase over time, the CLC will confer as to additional 
compensation. 
 
 
 
___________________________________________          _______________________ 
Leadership Council Representative                                          Date 
 
 
I acknowledge that I have read and understand this job description. 
 
_________________________________________ ________________________ 
Signature Date 


