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JOB DESCRIPTION 
Communications and Building Manager 

 
First Congregational Church, Bellevue, UCC, believes that each employee makes a significant contribution 
to its success.  That contribution should not be limited by the assigned responsibilities.  Therefore, this 
position description is designed to outline primary duties, qualifications, and job scope.  It is not intended 
to limit the incumbent or the church to just the work identified.  It is our expectation that each employee will 
offer services wherever and whenever necessary to ensure the success of our endeavors. 

 
Position Title:  Communications and Building Manager 
Department:  Church Office 
Supervised by: Lead Pastor 
Supervises:  Custodian  
Coordinates:  Volunteers 
FLSA Status:  Exempt 
Prepared by:  Personnel Committee 
Preparation date: June 11, 2022 
Approved by:  FCCB Council 
Approval date:  July 26, 2022 
 
POSITION SUMMARY:  Facilitates the worship and mission of FCCB by providing office 
administration, communications and building management in a caring, confidential, nurturing, 
loving Christian way. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES: 
 
Administration 

 Provides administrative support to pastors, staff, and volunteers in carrying out the work 
of the church. 

 Provides front desk presence during scheduled office hours by (1) answering phones, 
(2) greeting and providing a welcoming presence to members and visitors, and (3) 
providing non-judgmental assistance as appropriate. 

 Recruits, supervises, and coordinates office volunteers. 

 Orders and tracks use of office supplies. 

 Coordinates with the church Clerk to ensure membership rolls are current and files are 
properly maintained. 

 Maintains a church database of member contact information and tags to track 
community participation. 

 Prepares various reports as directed for Council, Commissions, and others. 

 Prepares and files all non-financial denominational reports. 

 

Communications 
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 Produces weekly communications (e.g., eCall, bulletins) by gathering information and 
working with the pastors and others who provide content. 

 Maintains and updates the church website with events, written worship materials, and 
announcements. Conducts quarterly reviews of the website to ensure it is updated and 
functional. 

 Produces online worship content in consultation with the pastors and music staff. 

 Monitors church Facebook and YouTube pages in communication with the pastors and 
Communications committee. 

  Maintains the church calendar, both internally and on the church website. 

 

Building 
 Assumes responsibility and works with pastoral, council, and music leadership in 

administering building usage. 

 Schedules previously approved events and meetings using knowledge of church 
calendar and building layout, and reschedules conflicts. 

 Creates contracts for long- and short-term building users. Provides keys when required 
and programs the HVAC system to accommodate. 

 Facilitates security communications with tenants. 

 Coordinates and keeps records of key cards and parking permits issued to building 
users. 

 Maintains the building's automated locking schedule. 

 Works with the Physical Assets Committee to coordinate maintenance and repairs 
needed around the buildings and grounds.  

 Supervises the Custodian(s); provides direction on day-to-day priorities and tasks, 
scheduling, timekeeping, performance management, etc.  

 Arranges appointments for annual maintenance of building and fire suppression 
systems, and confirms that technicians have properly completed required maintenance 
logs. 

 

Other specific duties as assigned. 

 
JOB STANDARDS: 
 

 Must be able to relate in an outgoing, courteous manner to co-workers, church 
members, visitors, volunteers and vendors using good verbal and written communication 
skills. 



 

3 

 Must possess good verbal and telephone skills to answer and transfer calls as well as 
provide directions to callers and visitors. 

 Must be able to handle sensitive matters and maintain confidentiality. 
 Must be able to maintain confidentiality of conversations overheard. 
 Must be proficient in the use of Microsoft software applications including Word, Excel, 

Publisher, and Power Point. 
 Must be skilled in using the Internet. 
 Must be proficient in use of audio visual and livestreaming tools. 
 Must be able to coordinate, train and lead a team of volunteers producing live and live-

streamed worship and events. 
 Must be able to operate and care for standard office machines and possess ability to 

program HVAC system to accommodate building users. 
 Must be able to operate independently from established or non-written procedures with 

minimal supervision. 
 Must be able to organize and prioritize assignments and manage and perform multiple 

tasks. 
 Must be detail oriented as it relates to all aspects of the position. 
 Must be flexible to sudden calendar changes. 

 
EDUCATION AND EXPERIENCE: 
 
High school diploma or its equivalent.  Must be able to demonstrate success in 
managing/leading volunteers.  Previous experience in a not-for-profit setting and/or church 
office is beneficial. 
 
Washington State Patrol screening/background check required. 
 
EMPLOYMENT AT WILL: 
 
Employment is not guaranteed for any period and can be terminated at any time with, or 
without, cause by either the employee or First Congregational Church, Bellevue, UCC. 


