
 

JOB OPENING: Assistant, Church Operations & Ministry 
 
About Judson Memorial Church 

Judson is a multi-affiliated church (United Church of Christ / American Baptist Churches / American 
Alliance of Baptists) in the heart of Greenwich Village providing strong support to social justice 
initiatives and the arts. Beyond our single service on Sundays, the other six days of the week we open our 
doors to more than 160 community groups, artists, and faith partners--an average of 2,500 people per 
week. We are currently seeking an Assistant of Church Operations & Ministry to join our core full-time 
staff of six who collaboratively manage all aspects of the organization.  

We are seeking a candidate who is detail-oriented, proactive, with a positive “go-get’em” 
problem-solving attitude who can work independently as well as part of a team. Equally important is that 
they understand and promote our ethnically diverse, multi-faith, LGBT-welcoming environment.  

For more about Judson, feel free to visit: www.judson.org  

About the Position 

Full-time / Part-time: Full-time 
 
Exempt / Non-exempt: Non-exempt 

Starting Salary: $40,000 per calendar year (prorated based on start date), health and dental insurance 

Hours: Five (5) days 10:00AM - 6:00PM; Friday thru Tuesday. Hours may fluctuate depending on 
building activity. 
 
Brief Description: Provide administrative support to the Senior Administrator--primarily in the areas of 
Finance, Record-Keeping, Church Relations, Contractor Relations, and Hospitality. Provide 
administrative support to the Associate Minister and Senior Minister--primarily in providing logistical 
support to congregational committees and activities.  
 
Responsibilities 
 
Finance: Provide essential support to the Senior Administrator in key administrative areas pertaining to 
the Church’s financial records, payroll, contractors, and other essential areas of operation. 
Responsibilities include, but are not limited to: 

- Assisting with payroll processing and reporting 
- Prepare invoices / reimbursements for the weekly billing cycle 
- Conducting bank deposits at TD Bank (cash) and through our check scanner (checks) 
- Logging all donations into Breeze Church Management Software 
- Processing checks in Quickbooks 
- Produce recurring Breeze reports, as needed 
- Produce recurring Acceptiva (credit card processing) report 
- Send payment reminders on overdue invoices 
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- Maintaining the various inventory logs up to date, and making office supply purchases, as needed 
- Entering and reconciling gifts monthly and quarterly with Quickbooks 

Record-Keeping: Provide essential support to the Senior Administrator in all aspects of the Church’s 
records, be they current or historical. This includes, but is not limited to: 

- Adequately carrying out our record-saving protocols to preserve the Church’s records both in 
print and digitally in Google Drive 

- Managing and updating constituent data in the Breeze fundraising database 
- Tracking pledge payments and outstanding pledge balances 
- Maintaining and managing filing system in Google Drive 
- Log all visitor information in Breeze 
- Any other tasks pertaining to the appropriate compartmentalization of the Church’s records 

Church Relations: Provide administrative support that is essential for building Church Relations, both 
internally for the benefit of the congregant base, as well as in the community. This includes but is not 
limited to: 

- Working alongside Membership Committee to update the Church’s membership records and 
support the Membership process. 

- Updating and entering new congregants in Breeze for the purposes of Communications and donor 
cultivation 

- Updating the Judson Directory of congregants 
- Printing the weekly Sunday bulletin and other bulletins, as needed 
- Managing the incoming / outbound mail 
- Manage the printing / mailing of recurring Church mailers, as needed 
- Working with lay leaders to order supplies and host additional events 
- Producing bulk mailings, including Stewardship Campaign letters, tax letters, pledge statements 

and others, as needed 

Contractor Relations: Provide essential administrative support as it pertains to the Church’s relations 
with its various contractors. This includes but is not limited to: 

- Confirming and logging in Calendar upcoming preventative service appointments 
- Ordering building, office, and worship-related supplies 
- Contacting relevant contractor in the event of an emergency repair 
- Processing invoices, as needed 
- Processing tax-exemption logistics for current and new vendors 

Hospitality: Serve as the Front of House liaison for all Church visitors. This includes, but is not limited 
to: 

- Answering main Judson phone line 
- Greeting all incoming visitors 
- Triaging emergency situations and directing them to the right person or organization 
- Providing logistical support for Sunday Worship services in partnership with the Congregational 

Life Committee 

 



 

Administrative Support to Senior Minister: Provide essential support to the Senior Minister as it 
pertains to her meeting, travel, and other pastoral duties. This includes but is not limited to: 

- Researching contact info, as needed 
- Confirming appointments 
- Booking travel / lodging 
- Completing conference registrations (per Senior Administrator’s request) 
- Making phone calls on her behalf 
- Sending donations to various organizations (per Senior Minister’s request) 

Skills and Experience:   

- Bachelor’s Degree (BS or BA), required 
- Proficiency in Microsoft Office Suite (Word, Excel, Powerpoint), required.  
- At least two years of experience in database management, preferred.  
- Familiarity with Quickbooks or accounting systems, preferred.  
- Customer service experience, preferred. 

We are looking for someone who is a proactive, problem-solver who can triage effectively and 
communicate well. Most importantly, the right candidate will exude warmth to greet all the diverse 
communities that call Judson home.  

 
SCHEDULE: Tentative Work Schedule as follows: 

DAY TIME NOTES 

Friday 10:00AM - 6:00PM May vary based on building activity 

Saturday 10:00AM - 6:00PM May vary based on building activity 

Sunday 9:30AM - 5:30PM May vary based on contractor repairs 

Monday 10:00AM - 6:00PM May vary based on contractor repairs 

Tuesday 10:00AM - 6:00PM May vary based on contractor repairs 

 

Additional Required Meetings 

CATEGORY OCCURRENCE NOTES 

Staff Meeting Weekly on Tuesdays 
3:00PM - 4:00PM 

Present relevant administrative updates that pertain to 
building activity and/or have other staff impact. 

Weekly Check-in Weekly meeting with 
Molly Martinez 

Weekly meeting to discuss ongoing tasks and 
deadlines with Molly Martinez 

 



 

 
Reporting: Employee will report to Senior Administrator Molly Martinez as it pertains to the Church 
Operations duties listed above, and co-report to Senior Minister and Rev. Dr. Donna Schaper as it pertains 
to the pastoral administrative support. 
 
Judson Mantras: As a member of the Judson Staff, employees will be expected to: 

- Serve as a Judson “ambassador”, particularly in the area of hospitality, accurately conveying our 
mission as a post-denominational organization focused on: Justice, Arts, and Worship 

- Be a driven, self-directed individual with a “can do” positive attitude 
- Possess the ability to work well in a team setting as well as work independently 
- Serve, unofficially, as a “pastor” of sorts, understanding that Judson welcomes people from all 

walks of life, all to whom we extend love, patience, and understanding.  

 
To Apply: Please send a cover letter and résumé to Senior Administrator Molly A. Martinez at 
molly@judson.org. We are looking to make an immediate hire! 
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