
St. John the Apostle Anglican Church, Port Moody 
Position Summary - Office Administrator 

 
The Office Administrator manages the church office and performs various administrative tasks, working 
closely with the Rector and other parish and ministry leaders. S/he is a key member of our ministry team 
who offers essential support to the ongoing work of this congregation. S/he keeps us all grounded, 
connected, organized, and better able to serve the spiritual needs of our church community and wider 
neighbourhood.  
 
We are seeking: 
❖ An organized, detail-oriented, and caring “people person”. 
❖ A skilled communicator, comfortable with interacting with people from a wide variety of 

backgrounds. 
❖ Excellent computer skills, ease with web and social media communication, and familiarity with 

relational databases.  
❖ An independent worker who also collaborates well on a team.  
❖ Ability to think on one’s feet, troubleshoot, and adapt to change as our church continues to 

develop and grow.  
❖ Familiarity with (or willing to learn more about) the Anglican tradition and Christianity is a plus.  

 
Key ongoing responsibilities of the position include: 
❖ Prepare weekly worship bulletins. 
❖ Be the face of the church in phone, email, and in-person communication; direct correspondence 

to and liaise with leaders and others in our congregation. 
❖ Enable clear parish communications through email, website, and social media. 
❖ Word processing and desktop publishing using the Microsoft Office suite in a Windows 10 

environment. Access and manage membership data in our Powerchurch relational database.  
❖ Field pastoral requests with compassion and confidentiality, and coordinate with clergy and 

pastoral teams for follow-up. 
❖ Support our active food bank, through supply orders and volunteer and client interaction. 
❖ Management of a small office, including monitoring building maintenance needs, liaising with 

building tenants, and other general office support. 
 

This is a part-time position of 20 hours per week, paid at the hourly rate of $15 -17 (rate 
commensurate with skills and experience). BC medical, extended health and vision, and dental 
coverage is included in the benefits package offered through our denominational plan.  
 
Initial one year agreement (renewable), with a 3 month probationary period. All employees must 
comply with diocesan screening requirements, including submitting at time of hire a current Police 
Record Check with Vulnerable Sector search obtained within the last 12 months. 
 
Please submit a cover letter and resume to rector@stja.ca, attn: The Rev. Vivian Lam and with the subject 
line “Office Administrator position” by Thursday, February 14, 2019. No phone inquiries please.    
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