
Office Manager Job Search 

San Ramon Valley United Methodist Church 

902 San Ramon Valley Blvd, Alamo CA 94507 

 

 

San Ramon Valley United Methodist Church is seeking an experienced office manager to begin 

work immediately.  A part time position (28 hours/week) without benefits or a full-time position 

(40 hrs/wk) with benefits is under consideration, depending on the successful candidate’s 

qualifications and requirements. SRVUMC is a Christian community dedicated to sharing God’s 

love and transforming the world through service. SRVUMC is a Reconciling Congregation of 

approximately 600 members. The Office/HR Manager reports to the senior pastor and serves as 

the primary business operations manager, overseeing the church’s day-to-day operations in 

support of its mission and ministries.   

 

JOB RESPONSIBILITIES: 

▪ Lead and oversee the operational side of the SRVUMC, including funds, office 

administration, human resources and legal requirements.  

▪ Perform a wide variety of management tasks to assist the ministerial staff and church 

operating committees in the efficient functioning of the church. 

▪ Supervise the office staff and promote and maintain a service- and team-oriented work 

attitude and ethic.  

▪ Collaborate with Staff Parish Relations Committee regarding human resource policies and 

practices. 

▪ Perform employee hiring, termination, goal-setting, and annual performance assessments for 

office staff, and maintain confidential personnel files. 

▪ Administer employee benefits and remain up-to-date on equitable and competitive benefit 

packages. 

▪ Ensure compliance with current labor laws and regulations. Oversee all office records and 

compliance with record retention rules. 

▪ Process timesheets and all documentation of payroll changes, answer employee questions, 

and approve payroll for the outside payroll firm.  

▪ Assess the bi-monthly payroll for accuracy and changing trends. 

▪ Facilitate the selection and implementation of new office technology; manage administrative 

permissions and training. 

▪ Perform the accurate handling and recording of cash receipts and deposits. 

▪ Maintain on-line access and administration of electronic funds transfer service, stockbrokers, 

banks, benefits administrators, and other entities. 

▪ Maintain and secure the confidentiality of stewardship and donor records, including quarterly 

statements. Administer the pledge campaign and conduct detailed analysis pertaining to 

giving and trends. 

▪ Supervise the facility manager and oversee the facility management processes and records.   



▪ Negotiate and collaborate with facilities manager to administer the service agreements and 

vendor contracts (e.g., phone, internet, trash, copiers). 

▪ With the Office Administrator, manages membership database with year-end reports to the 

Church and Conference. 

▪ Perform other duties and responsibilities as assigned. 

 

QUALIFICATIONS: 

▪ Associates degree from an accredited college or university with an emphasis in business or 

finance. Bachelor’s degree, preferred. 

▪ Significant experience in office management, with direct staff reports. Nonprofit or church 

office work, an advantage. 

▪ Experience with finance and human resources responsibility, an advantage. 

▪ A CV with evidence of responsibility and accountability. 

 

SKILLS: 

▪ Expertise in the use of office technology (database and financial) and a willingness to 

investigate new systems and processes to increase office efficiency.  Required:  working 

knowledge of Word, Excel (Power point, Publisher, an advantage) remote access, and on-line 

administration. 

▪ Ability to take initiative in fulfilling responsibilities. 

▪ Ability to prioritize workload, work with a high degree of accuracy while multitasking, and 

adapt to interruptions caused by the ongoing life of the church. 

▪ Excellent interpersonal skills and positive attitude; ability to work effectively with staff, 

pastors, congregation members, visitors, and volunteers. 

 

Compensation is commensurate with education and experience. Resumes may be submitted to 

jobs@srvumc.org. *This is a non-profit organization. *Principals only. Recruiters, please do not 

contact this job poster.  

 

mailto:jobs@srvumc.org

