
CHRIST CHURCH PARISH ADMINISTRATOR POSITION DESCRIPTION 
 
SUMMARY 
 
 The Parish Administrator manages and/or coordinates assigned aspects 
of parish life and facilities operations, working collegially with clergy, 
musicians, office manager, accountant and ministry leaders under the 
direction of the Priest in Charge, supporting the mission and ministry of Christ 
Church.    
 S/He is a systematic, critical, forward thinker, efficient and effective, 
who can understand and work within parish and office systems, processes and 
procedures, a person who sees the big picture and also handles detail work 
with a high level of accuracy. Must be personable and able to relate well to 
professional staff and parish members alike. 
 
A. Parish Life 
Supports ministry of the Priest in Charge, Vestry, Wardens, Accountant. 

Organizes and facilitates Vestry and Staff meetings. Works collegially 
with Office Manager. Supervises nursery and childcare staff.  

Serves as Clerk of the Vestry, for meeting minutes, correspondence, and 
preparation and distribution of monthly Vestry meeting packets. 

Manages website, internal office and public website calendars. 
Manages personnel policy and files, parish database, parish directory, 

pledging records and giving statements, supports annual budget 
preparation by Finance Committee. 

Assures compliance with all diocesan and Episcopal Church requirements, 
including annual Parochial and Congregation Leadership Reports and 
audit, Safeguarding God’s People and Children, licensing of liturgical 
ministers. 

Assures compliance with any state or local laws applicable to church 
operations. 

Oversees risk management and legal activities, including insurance, contracts, 
leases and other legal documents and agreements. 

Represents Christ Church with other Episcopal churches, Diocesan office and 
staff, ecumenical and interfaith partners as needed. 

  
B. Facilities Management 
In collaboration with Junior Wardens and Buildings & Grounds Committee, 

oversees maintenance needs, scheduling of repairs, providing building 
access to repair workers, inspectors.  

Responsible for security, orderliness and cleanliness of campus, overseeing 
 landscape and cleaning services, supervising and directing on-site 
Sexton. 
Represents Christ Church to neighborhood, police, and city agencies. 
Manages and schedules use of spaces by staff, parishioners, outside groups. 
Meets with and screens prospective renters, maintains relationships with 12-

Step Groups, rental tenants, prepares and executes rental contracts, 
tracks “for profit” building use compliance per state legal 
requirements. 

Controls keys and maintains key holder records. 
 



QUALIFICATIONS 
 
A. Experience and Skills 
1.    Knowledge of the Episcopal Church, its ministry, policy and practices. 
2.    Experience with facilities management. 
3.    Leadership experience and proven management skills. 
4.    Excellent interpersonal and communications skills. 
5.    Supervisory experience, including conflict resolution skills. 
6.    A thorough understanding of institutional systems and management of 

change. 
7.    Computer confidence and capability. 
8.    Adept with Word, Publishing, Excel, Church Windows (or comparable 

religious institution database); Google email, calendar, docs; Wordpress 
and Mail Chimp, website maintenance. 

9.   Understanding of budgets, financial procedures and processes. 
 
B. Personal 
1.   Mature judgment and common sense, with the ability to work with a wide 

range of people and groups and to create consensus. 
2.   Personal qualities of integrity, credibility, kindness and commitment to the 

mission of Christ Church. 
3.   Flexibility, adaptability, ability to set priorities, clarity of thought, excellent 

communications skills both spoken and written.  
4.   Ability to take initiative, suggest and implement innovations, and to 

organize and complete projects in a timely manner. 
5.   Commitment to maintain confidentiality of information surrounding the 

work of and information about the church, clergy, staff and 
parishioners. 

 
DETAILS 
 
Reports to Priest in Charge 
25 hours a week, 9 a.m.-2 p.m. Monday-Friday, with occasional evening and 
weekend hours, $18/hr., and includes Medical and Pension benefits.  
To apply, send introductory letter and resume to 
info@christchurchtacoma.org, subject line Parish Administrator. No telephone 
calls, please.   
Applications will be accepted through Friday, August 31. 
 


