


POSITION DESCRIPTION

Title: Administration & Finance Director (AFD)		    FLSA Status:  Exempt
Reports to: 	Minister                                                                         HOURS: 30hrs/week, year-round 
Date: 7/2025

Position Purpose

Oversight of a broad variety of administrative and financial responsibilities to ensure the smooth operations of the church. Organize people, funding, materials and support to accomplish multiple, concurrent goals and activities. Supervises the Financial Administrator, Thrift Store Manager, Facilities Manager, and office volunteers and provides administrative support for Human Resources functions. 

Essential Job Functions

[bookmark: _Hlk202624941]The following essential job functions are fluid and may change at the behest of the Minister or to support the continuing operations of the church business.

Financial Management: Oversight of the church’s finances. Supervise and collaborate with the Financial Administrator.  Document and monitor FPBUU’s financial processes to both streamline and optimize clarity. Produce clear and concise monthly financial reports for Finance Committee, Board of Trustees, Endowment Board and Staff to ensure proper allocation of incomes and expenses. Provides reports on expenditures and available funds for each area of ministry and for committees upon request. Coordinate with bank and financial institutions for donations in the form of stocks and RMDs. Work with outside contractors for external financial reviews. 

Strategic Financial Engagement: Work with the Endowment Board to increase participation, visibility and income. Collaborate with volunteers and research possible grant opportunities. Perform regular review of financial records to ensure that we are effectively managing our resources. 

Human Resource Management and Support: Oversee processing payroll including staff benefits and maintenance of personnel records. Knowledgeable about state and federal employment regulations and UUA guidelines and ensuring that FPBUU is in compliance with all state and federal employment regulations. Responsible for all new hire onboarding in collaboration with other appropriate staff members. Support Personnel Committee and Minister in the implementation of HR requirements, general policies and procedures. Holds regular supervisory meetings with direct reports. Conducts annual evaluations for these staff positions and submits recommendations to the Minister and Personnel Committee. 

Leadership and Program Support: Serve as a key resource to representatives of program areas about the church and its policies and procedures. Provide administrative support for Ministers, boards, committees, task forces, congregational meetings and other projects. Provide monthly reports to the Board of Trustees. Responsible for annual UUA certification. 

Congregational and Systems Support: Create and maintain systems to streamline and improve efficiency, communications and management.  Provide a yearly review in compliance with policies and procedures.  Support systems of inventory. Resource for major office-related computer applications including website, social media, public relations and database management. Provide oversight of Ushers and Offertory Collection.

Volunteer Support: Supervision of office volunteers to produce the Weekly Order of Service and the Weekly newsletter. Facilitate monthly office volunteer meetings and supervise daily responsibilities. Become proficient with the computer programs the office uses.

Communications and Public Relations: Develop and maintain the church’s publications including the website and support of newsletter. Ensure website is kept up to date. Post regularly on church’s Facebook page. Design and submit advertisements to local newspapers, online and special publications.  Work collaboratively with program staff and the lay communications team to coordinate effective and comprehensive communication and publications. Organize support for memorial services, weddings, and rentals. 

Proficient with: QuickBooks Online, Google: Docs, Sheets. Microsoft: Excel, Word, Publisher.  Word press or other website platforms.  Mailchimp. Social Media Platforms. 






