St. Stephen and the Incarnation Episcopal Church
Job Description

	Job Title
	Parish Administrator

	Reports to
	Rector

	Classification FLSA
	Exempt

	Schedule 
	Part-time, salaried, at-will employee

	Effective Date
	Review of applications will begin October 22, 2025



	Job Summary



The Parish Administrator works closely with the Rector to oversee daily operations at St. Stephen’s and ensure a welcoming, well-organized environment. The person filling this position will handle all administrative functions and coordinate financial and facility management. Strong communication skills are essential to support leadership and maintain smooth church operations. By effectively managing the practical aspects of church life, the Parish Administrator plays a key role in creating an environment for excellent functioning of all dimensions of parish ministry.

Application: Email our rector, the Rev. Yoimel Gonzalez Hernandez with your resume and cover letter at rector@saintstephensdc.org

	Responsibilities



Parish administration
· Support the administrative needs of the Rector
· Attend weekly staff meetings and other meetings as necessary
· Manage office operations, including ordering supplies, maintaining an organized workspace and office for efficient operations, and ensuring timely distribution of mail 
· Manage and maintain electronic and hardcopy records as required, including: 
· Financial records to support the Bookkeeper Finance Committee, and Treasurer.
· Building maintenance and repairs to support the Buildings and Grounds Committee.
· Vestry and committee records to support the Rector, Wardens, and other Vestry members. 
· Respond to requests from in-person visitors to St. Stephen’s

Parish communications
· Respond timely and appropriately to email, phone calls, and other communications from parish staff, parishioners, and diocesan staff.
· Publicize the activities, programs, and goals of St. Stephen’s, including: creating and editing the weekly newsletter and bulletin and responding to inquiries from parishioners and others connected to the church; in English and Spanish.
· Assist with parish life tasks as needed, including organizing parish retreats and picnics, assisting the Rector with arranging for pastoral care, and preparing special mailings
· Provide translation services for monthly vestry meetings

Building space ministry operations
· Establish and maintain working relationships with office space users at St. Stephen’s; resolve issues with current space users and assist in recruiting new space users when offices become vacant.
· Report and track building maintenance and repair needs and coordinate building repairs with the Buildings and Grounds committee.

	Qualifications and Requirements



· Experience in administrative support and office management
· Fluency in written and spoken English and Spanish
· Knowledge of MS Office (Word, Excel), Google Docs, Google Sheets, and other online office applications. 
· Excellent filing and document management skills
· Experience in working in a team and supervising others.
· Paid or unpaid experience with ministry or church operations preferred

	Compensation



Hours
· Part-time position, no more than 28 hours a week
· Additional availability may be required for some Saturdays, Sundays, and Vestry meetings (with compensatory time off)

Compensation and Benefits
· Salaried position in range of $30,000 to $42,000 annually, depending on experience
· 2 weeks vacation per year and holidays
· No health-care or pension benefits

	About St. Stephen’s and the Incarnation



The Church of St. Stephen and the Incarnation (St. Stephen’s for short) is a congregation of the Episcopal Diocese of Washington that has been established in the Mount Pleasant and Columbia Heights neighborhoods for over 100 years. We are proud of our legacy of being at the forefront of change in the Episcopal Church, including being the first church where a female priest celebrated the Eucharist. Today, our congregation includes more than 200 members attending English and Spanish worship services, with leadership provided by its Rector, an ordained minister chosen by the congregation, and the Vestry, its elected board of directors. Our building is also an important community hub, providing office space for nonprofit organizations with local, national, and international missions, as well as providing event space for community groups and individuals to hold meetings, cultural events, and celebrations.
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