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PREAMBLE 
 
LVUC entered into an intentional interim ministry, July 2007, following the retirement of 
Reverend Sharon Copeman who had been with us since 1994. Previous ministers included 
Reverends Eleanor and John O’Neil (1986 – 1994) and Harold Jenner (1978 – 1986).  
 
The Joint Needs Assessment Committee of LUVC has prepared this report to assist the 
congregation with the selection of a new Minister. We recommend that: 
 

1. Vancouver Burrard Presbytery declare a full-time ministerial vacancy at LVUC effective 
July 1, 2009. 

2. The Board and congregation of LVUC appoint a Joint Search Committee. 
3. The Board disband this committee once the report is approved by Vancouver Burrard 

Presbytery. 
 
 

PART ONE – COMMUNITY AND RESOURCE DESCRIPTION 
 
 
A. COMMUNITY OF THE PASTORAL CHARGE 
 
Lynn Valley United Church (LVUC) is located in the community of Lynn Valley, in the central 
part of the District of North Vancouver, BC. Lynn Valley is a residential bedroom community 
made up of a well-educated, relatively affluent population, mostly English-speaking but with a 
growing cultural diversity. 
 
North Vancouver (City and District) has a population of 128,000. Lynn Valley’s population is 
fairly stable (many residents have lived in their homes for decades) but growing slightly faster 
than neighbouring areas due to somewhat more affordable real estate, which has led to an 
influx of young families and seniors into recently constructed townhouses and seniors care 
facilities in the central district. 
 
Lynn Valley has ready access to excellent amenities and services. Recreational and outdoor 
activities include ski slopes, beaches, parks (including the beautiful Lynn Canyon Park and 
suspension bridge), numerous hiking trails and a performing arts theatre. All standard social and 
health services are readily available, including Karen Magnusson Recreation Centre, Lynn 
Valley Recreation Centre, the Community History Centre and Mollie Nye Senior’s Centre within 
walking distance of the church. There is a medical clinic and lab close by, and Lions Gate 
Hospital is a 10-minute drive away. As mentioned above, a number of developments built for 
senior citizens are within a few blocks. There are several elementary schools in the church 
neighbourhood, including ones offering French immersion programs, and two high schools 
nearby. 
 
The church itself sits in a prime location, a short block from the intersection of Lynn Valley Road 
and Mountain Highway, the two main arteries in Lynn Valley. At this intersection is the Lynn 
Valley Centre Mall (the principal shopping and service area), and the recently redeveloped 
Town Centre, with additional shops and services and a new main branch library. The church site 
is located a short distance from many existing and planned new apartment and townhouse 
complexes. The area outside the Lynn Valley Road/Mountain Highway hub is mostly single-
family homes. 
 
As part of our interim ministry work we discovered that compared to the District of North 
Vancouver as a whole, the population of Lynn Valley is slightly younger with a median age of 
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40.7 years. Lynn Valley also has more children and young adults and few seniors than the 
District of North Vancouver.  
 
There are 12 other churches in the Lynn Valley community, representing the Anglican, Baptist, 
Catholic, Evangelical, Interdenominational, Non-Denominational, Jehovah’s Witnesses, 
Lutheran, Mormon, Mennonite, and Methodist denominations. There is also a Korean Methodist 
congregation that shares the LVUC building and attracts many of the young Korean 
international students living in Lynn Valley. Apart from the Korean congregation, LVUC has little 
association with these churches. Its main connections are with other United Churches in North 
and West Vancouver, through regular Ministerial gatherings, the North Shore Youth Initiative 
(WayAware) (joint youth program), and an annual joint beach worship service with St. David’s 
and Capilano United Churches. 
 
B. MINISTRY OF THE PASTORAL CHARGE 
 
Mission 
 
The mission of Lynn Valley United Church is to nurture our faith by learning about, celebrating, 
seeking and sharing God’s love in the world. This mission statement was developed in 2008 
through a congregational consultation and officially adopted in February 2009. 
 
Ministry 
 
With over 100 years of ministry in Lynn Valley and roots in both Methodist and Presbyterian 
congregations, our church has a long history of assistance to others and involvement in 
community activities, including: 
 

·  Visiting and regular church services held in senior’s complexes and private hospitals 
·  Marriage, baptism and memorials to non-members. 
·  Host for World Day of Prayer 
·  Participation in the annual Lynn Valley Days festival 
·  Generous donations (money and goods) to Sage House, Lookout Shelter, and First 

United Church in the Downtown Eastside of Vancouver. 
·  Support and sponsorship for local Cubs and Scouts 
·  Prompt responses to urgent community needs. Recent examples: a project to assist an 

Ethiopian immigrant father to bring his daughter to Canada, involving fundraising for 
initial expenses and ongoing assistance from members of the congregation for both 
daughter and father; and a project to raise funds to help with extraordinary expenses 
when a young boy in the congregation was very seriously injured in a car accident 

·  Monthly sandwich making. Initially this was to support a ministry for “street kids” in 
Vancouver and was started by the youth program leader. It was taken over by the 
congregation as a whole and presently serves North Shore charities. 

·  The annual Garage Sale and Fall Fair involve most of the congregation in organizing 
and running them, including many who do not attend regularly and are not involved in 
other groups. These events attract a wide attendance from the community. 

·  Monthly “Helping Hands” offerings to assist a variety of charities identified by members 
of the congregation: four per year are designated for First United. 

·  Use of the church for the Mixed Ability Choir practices, which includes a number of 
members of the congregation and is a regular guest choir at LVUC worship services 
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Programs 
 
Within the congregation, there are programs and groups directed toward 
particular segments of the congregation: 

·  Children’s worship program led by a paid worship leader 
·  Youth program shared with other North Shore United Church 

congregations 
·  Choir 
·  Sunrisers (senior UCW group) 
·  Seekers (UCW group) 
·  She Shares (women’s group, not UCW) 
·  Men’s Group (annual fundraiser but no structured meetings.) 

 
 
Our hopes and dreams 
 
Church members have a number of hopes and dreams for the church, including: 
 

·  A revitalized congregation with more balance among the age groups - attracting, 
welcoming and integrating new members while maintaining the small congregational feel 

·  Better service to the Emerging Spirit demographic 
·  More attendance, interaction and participation by children and youth 
·  Completion of the short term plan for needed improvements and upgrading of the church 

building 
·  A long-term plan for the redevelopment of the property that will address the future needs 

of the church congregation and community. This process has begun.  
  
The Story of Elizabeth 
 
A timely story that describes us very well is based on information gathered from participants at a 
LVUC Transition Event where we were considering our identity. Entitled LVUC a.k.a. Elizabeth, 
it describes LVUC as a woman named Elizabeth, in her early 60’s and semi-retired, having 
worked for many years in the helping professions. Her children are grown with families of their 
own. Elizabeth is relatively well off, but will never have a life of luxury. She owns her own home, 
but is dependent on the rental income from her tenant in the basement suite. She knows that 
someday the maintenance of her home will get to be too much, and she wonders about 
downsizing. She sees a lot of parents with young children in her neighbourhood, and while she 
would like to reach out to them and share the wisdom she has gained over the years, including 
the living of a life of faith in today’s world, she wonders how much she has in common with 
these young parents and their offspring.  
  
One might add to “Elizabeth’s” profile, that one of her children is homosexual. When this 
daughter “came out”, and later married her lesbian partner, Elizabeth was strongly supportive 
and because of that, lost some of her long time friends. She regrets their loss but has never had 
any doubts about the rightness of her decision to confirm her child’s right to live and love as 
God made her. 
 
When Elizabeth thinks of the future she admits that at times she finds change challenging. But 
she has learned that sometimes the way to the future is to look back – to remember the times 
that she could do nothing else but place her faith in God, and to trust that if she both asks for 
God’s help and then listens for God’s new directions, the future, while different from the past, 
will be promising. 

 



 6 

 
C. OUR CHURCH FAMILY 
 
Demographics 
 
In March 2008, as part of the Transition/Interim Ministry process, a congregational survey was 
conducted to gather information about the people who attend LVUC. The responses are 
summarized in the following paragraphs: 
 
We are a gender balanced but older congregation (74% over the age of 40 and 37% over 65). 
The majority of adults (74%) are married. The congregation is well-educated; 77% with post 
secondary education and 43% with university degrees. 
 
The majority of members (90%) own their accommodation (61% in houses, 25% in 
condominiums). We seem to be a settled group with 70% of members living in their current 
residence for more than 10 years and 46% for over 20 years. Nearly all congregation members 
(95%) live in North Vancouver with the majority (77%) living in the Lynn Valley area. 
 
The Lynn Valley area reflects North Vancouver generally as having among the highest average 
property values in the province. 
 
The congregation comes from relatively similar religious backgrounds. About 92% of 
respondents to this survey indicated that their families were affiliated with a church while they 
were being raised. The most common was the United Church at 41%. Sixty per cent were active 
in a United Church or other congregation before coming to Lynn Valley United and only 9% had 
no previous church involvement. 
 
Although it was not the subject of a survey question, there are evidently a number of 
immigrants, mostly from the British Isles but including other countries and cultures, who play 
important roles in the congregation. 
 
There is one specific demographic trend in this pastoral charge that is unfortunately a rather 
common one: membership in LVUC is gradually declining, principally in the number of young 
families. LVUC has 150 members with an average Sunday attendance of 65. 
 
Reasons for Attending 
 
Church members have expressed the following reasons for attending Lynn Valley United:  
 

·  They are committed church goers with a desire to develop their faith in a friendly and 
supportive Christian community close to their home  

·  They want religious training for their children and they appreciate the welcome given and 
support provided for families with young children 

·  They are able to relate to the minister and appreciate the choir and music and the 
meaningful sermons 

·  Among other reasons they give are the small size of the congregation and the church’s 
liberal approach to such contentious issues as same-sex marriages. 

 
The Heart of LVUC 
 
LVUC is a caring and inclusive church. Theologically there is a spectrum of beliefs represented: 
“traditional” but not “conservative” might be a fair generalization. We are open-minded to new 
ideas and new forms of worship that also respect LVUC traditions. Children have been included 
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in Communion since the late 1980s and the 
congregation is accustomed to the use of inclusive 
language. At least one same-sex marriage has been 
celebrated in the church. 
 
We are a congregation that responds with an open and 
generous heart to charitable work of a practical nature 
(First United Church, sandwiches for street kids, 
support for local transition houses). It is more difficult to engage the congregation in anything 
“political” (demonstrations, petitions, letter writing) where outcomes are less obvious. The 
congregation has participated in the past in educational sessions on residential schools and 
reconciliation with aboriginal peoples and raised funds for the healing fund and for AIDS-related 
programs. 
 
Caring networks in the church are primarily through the groups. Newcomers who signify interest 
in involvement in the life of the church quickly become part of our church family. 
 
As the “Elizabeth story” illustrates, we currently feel ourselves at a “crossroad”, wanting to find 
new ways of reaching out to the community but not sure how to begin.  
 
Our Church Structure 
 
Our church has a “Made in Lynn Valley United Church” constitution that complies with United 
Church Manual requirements. There is a small governing Board with term limits that is elected 
at the Annual General meeting. The Board is made up of a chair, vice-chair, treasurer, 
secretary, past chair, and four councillors who liaise with: (1) Property and Administration (2) 
Congregational Events (3) Groups and Communications (4) Worship and Pastoral Care.  
 
Outreach is not assigned to specific task groups. Initiatives come from the groups or the 
congregation and are coordinated by the Board.  
 
Groups that are particularly active in the life of the church are the choir, the Worship Committee, 
the Ministry and Personnel Committee, the Christian Education Group, the United Church 
Women (Sunrisers, Seekers), and She Shares. There is also a Presbytery representative. 
 
Ad hoc organizing committees are formed for special events  
 
The property functions are fulfilled primarily by the Property Task Group Chair with ad hoc 
assistance from others. Recently two committees have been formed to deal with planning for 
the church property: the Long-Term Property Development Committee (considering options 
including amalgamation and site redevelopment, which may include new church facilities as well 
as seniors housing) and the Short-Term Measures Committee (planning property improvements 
to be completed in the interim).  
 
LVUC has three trustees. Financial records are reviewed annually by an independent reviewer 
appointed at the congregational meeting. The most recent LVUC annual report can be viewed at 
http://www3.telus.net/lvuc/whatson.htm.   
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D. RESOURCES OF OUR PASTORAL CHARGE 
 
Physical 
 
As discussed above, Lynn Valley United Church is in an ideal location, close to the commercial 
centre of the community. The property consists of 1.23 acres and includes a large gravel 
parking lot on the north and west sides of the building. The bi-level church building is 50 years 
old and is mortgage free. The building has been utilized to bring in additional revenue: the 
downstairs is rented out to a day-care during the week and the church space is also shared by a 
Korean Methodist congregation.  
 
Paid Staff 
 
Lynn Valley United Church has a staff team and dedicated volunteer committees for the 
planning, development and implementation of church activities. Part-time positions include:  
 

·  The Musician provides motivating piano and organ accompaniment for services, choir 
practices and special occasions 

·  The Musical Director integrates music and ministry while ensuring quality and 
inspirational music is delivered for services and special occasions 

·  The Children’s Worship Coordinator works with our children to help them to understand 
and embrace God’s teachings 

·  The Administrative Assistant provides expertise in diverse office functions including 
bulletins, newsletters, room bookings and general office duties 

·  Church Cleaner 
 
The congregation presently participates in the North Shore Youth Initiative with other United 
Churches to fund a youth leader. Full job descriptions are available in Appendix “A” to this 
report. 
 
Volunteers 
 
LVUC relies on a core group of committed volunteers who participate in music, worship, 
governance, property maintenance, outreach programs and the organizing of events. Virtually 
the whole congregation volunteers for the Fall Fair and other special events.  
 
Financial 
 
Like many congregations, LVUC strives to increase its resources to meet its commitments and 
goals. Despite tight finances, the congregation has continued its support for children’s and youth 
programs.  
 
LVUC generates 38% of its revenue from rentals and fundraising, with the balance from 
collections. It appears that these revenue sources have reached their capacity. The budgets for 
the last two years have included small deficits. A copy of the LVUC budget for the fiscal year 
2008 can be found in the Annual Report.  
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PART II – MINISTRY JOB DESCRIPTION 
 
 

Please direct Inquires & Applications to:  
 

Myrna Pearce 
604-985-8721 

myrnapearce@shaw.ca   
 
 

Application Requirements: 
 

Cover Letter 
Resume 

References (5) 
MEPS Forms (401 & 402 IS) 

Audio Tape of Sermon (if requested by JSC) 
 

The application deadline is March 31, 2009 but inte rviews may 
commence earlier.  
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Lynn Valley United Church 
Ordained Minister Job Description  

 
MISSION 
 
To nurture our faith by learning about, celebrating, seeking and sharing God’s love in the world.  
 
KEY MINISTER PRIORITIES 
 

�  Help the congregation move forward with our desire to reach out to the community 
�  Assist the congregation with long-term plans for the use and redevelopment of the LVUC 

property 
�  Respect LVUC traditions while appealing to Emerging Spirit demographics 
�  Support the congregation through change while maintaining the feeling of belonging and 

home within the church 
 
NATURE AND SCOPE OF WORK 
 
The Lynn Valley United Church full-time Minister, in collaboration with the Church Board, will plan, 
implement and/or oversee all church functions designed to inspire Christian values. The Minister will 
spiritually motivate and retain the existing congregation while attracting new church members.  
 
The Minister will be able to explore with us the future of our relationship within the Lynn Valley community 
and lead us through changes that result. He or she will be able to guide the congregation through a site 
redevelopment process that will include a period of temporary accommodation in a neighbouring facility.  
 
The Minister will give sermons that connect biblical stories and concepts with situations in the world and 
our everyday lives. The sermons should be informative, thought provoking and provide guidance to help 
us live with spirituality on a daily basis.  
 
The Minister will join a vibrant and committed part-time staff team: Musician, Musical Director, Children’s 
Worship Coordinator and Administrative Assistant. Further the Minister will work with the LVUC Board, 
and its dedicated volunteer committees, to promote the church’s vision, goals and worship priorities. 
 
A key goal of the Minister is to respect LVUC traditions and customs while introducing new ideas and 
creative spiritual teachings that will invigorate the congregation and help it to grow while maintaining a 
feeling of belonging and ‘home’. 
 
WORSHIP  
 
The Minister shall be responsible for the overall worship life of the congregation including regular Sunday 
services, holiday services or special occasion services. The Minister will liaise with church staff, and the 
North Shore Youth Leader, in the planning and implementation of church services, musical offerings, 
children’s worship time and programs.    
 
It is expected the Minister, in consultation with the Board, applicable committees and church staff, will be 
the primary influence in worship development. The Minister will be charged with introducing new creative 
worship ideas that inspire and stimulate spiritual growth while respecting historical church practices and 
customs. 
 
PASTORAL CARE 
 
The Minister will be in charge of providing pastoral care for congregational needs, special occasions (i.e. 
illness, death, weddings, funerals, baptisms, etc.) and community outreach (i.e. shut-in visits, senior home 
outreach, etc.). The Minister will ensure that emergency pastoral care is available to the congregation 
when absent.  
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SPIRITUAL, EDUCATION & PERSONAL DEVELOPMENT 
 
The Minister will be charged with the responsibility to plan and facilitate classes, programs or workshops, 
intermittently throughout the year, that further the congregation’s understanding of Christianity. The 
Minister will maintain a lifestyle that allows time for prayer, reflection and development of personal faith.  
 
ADMINISTRATON 
 
The Minister’s administrative duties will include attending and providing support and leadership to the 
church’s Board, Trustee, Worship and Long-Term Property Development committees. In partnership, the 
Board, its subcommittees and the Minister will facilitate the implementation of annual work plans that 
recognize strategic goals, priorities and needs while determining associated resources, responsibilities 
and timelines. The Minister will create a collegial work environment where people’s ideas, skills and 
efforts are recognized. Regular meetings between the Minister and part-time staff will ensure the 
coordination, support and communication of church business. 
 
ACCOUNTABILITY  
 
The Minister is accountable to Vancouver Burrard Presbytery through the LVUC Board and the Ministry 
and Personnel Committee to fulfil congregational wishes.  
 
EMPLOYMENT TERMS & WORKING CONDITIONS 
 
The Minister will be remunerated in line with the United Church of Canada’s specifications related to 
salary, pay increments, benefits, sick leave and housing allowance. The Minister will receive one month 
vacation that will be scheduled, in agreement with the Board, preferably in July or August. LVUC offers 
the Minister a travel allowance ($0.50 / km), phone allowance ($30 / month) and a Continuing Education 
and Learning Resources allowance ($1,200 / year). Remuneration related to special occasions (i.e. 
weddings, funerals, etc.) is determined in conjunction with the Board.   
 
The Minister will have a 40-hour work week. Office hours for congregation accessibility and administrative 
needs will be determined by the Minister and Board. Based on the nature of the Minister’s position, 
flexibility in the work week will be expected.  
 
All related employment provisions (i.e. LVUC policies, the United Church of Canada guidelines and BC & 
Canadian employment standards laws) will govern this job description.      
 
SKILLS AND QUALIFICATIONS 
 
The Ordained Minister will be sanctioned by the United Church of Canada (see 2007 Manual, S.001) to 
practice in British Columbia. Additional post secondary studies, or certification, in Pastoral Counselling or 
other areas of relevant experience would be considered an asset. In addition, the Minister will posses the 
following skills and qualifications: 

�  Present dynamic, enthusiastic and engaging preaching that appeals to all ages  
�  Offer superior oral and written communication, public speaking, listening and interpersonal skills 
�  Provide warm, accessible, compassionate and welcoming Pastoral Care and grief support skills 
�  Ability to shepherd the congregation through a process that will redefine its property use 
�  Be familiar with Emerging Spirit research, information and related leadership styles  
�  Skilled in connecting with children 
�  Be sensitive and respectful of diverse lifestyles and political perspectives  
�  Be proficient at time management  
�  Be prepared to set appropriate annual personal and professional development goals in 

conjunction with the Ministry and Personnel Committee  
�  Ability to work cooperatively and collaboratively with others to create an environment where 

people’s ideas, skills, gifts and efforts are recognized, utilized and nurtured  
Finally, the Minister will delight in family ministry while inspiring faith and spiritual education in church 
members, young and old, through active listening, compassion, empathy, creativity, confidentiality and 
consensus building.  
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APPENDIX “A” 
 

LYNN VALLEY UNITED CHURCH JOB DESCRIPTIONS 
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Lynn Valley United Church 
Job Description 

Musician 
 
Function and Relationships: 
The organist’s key function is to provide organ and/or piano music as required for regular and 
special church services.  The organist is responsible to the worship Task Group of the Official 
Board and works under the direct supervision of the Choir Director and the Minister. The 
Ministry and Personnel Committee provide personnel guidance and support. 
 
Duties: 

·  Plays the organ and piano weekly for worship services and for choir practice before each 
service (9:45am – 11:30am) 

·  Plays the organ and piano for weekly choir practice (7:45pm – 9:30pm) 
·  Plays the organ and piano at special services as required 
·  The organist will be given first refusal to play during vacation and other absences 
·  Meets from time to time with the Choir Director and Minister to discuss the musical 

contributions in worship services 
·  Informs the Worship Task Group of any required maintenance or tuning required for the 

Church organ and pianos 
 
Compensation and Benefits: 

·  The salary is subject to negotiation at the time of hiring and is reviewed annually by the 
Ministry and Personnel Committee 

·  In lieu of paid annual vacation, the organist will receive holiday pay in the amount of 4% 
of salary.  This will be paid monthly 

·  The organist’s salary will be reduced by 1/56th of the total annual salary for each 
absence.  LVUC will pay the cost of substitute musicians 

·  This is a part time position.  No benefits will be paid 
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Lynn Valley United Church 
Job Description 
Music Director 

 
The Music Director is responsible for the worship committee of the official board, and is to foster 
the role and ministry of music in worship by performing the following duties: 
 

�  Coordinate the weekly choir practice (Thursdays 7:45 – 9:30 pm) 
�  Conduct the choir during worship services, including the rehearsal (Sundays 9:45 – 

11:30 am approximately) 
�  The choir should provide musical leadership during all services 
�  Prepare vocal/choral material for weekly and special services as required and conduct 

the choir for same 
�  Be prepared to provide music at weddings and funeral/ memorial services when 

requested and available to do so 
�  Arrange for the vocal/musical content for summer services 
�  Select suitable anthems or musical contributions for weekly worship services 
�  Arrange for the purchase of adequate copies of new music  to be used 
�  Liaise with the worship committee, the organist and the minister on a regular basis 

regarding the musical contributions to worship. This will require attendance at most 
worship committee meetings plus a weekly meeting with the minister 

�  Maintain the expenditures within the budget assigned by the worship committee, unless 
exceptions approved 

�  Supervise the Musician and his/her contributions to the weekly/special services 
�  Meet with ministry and personnel committee as required, normally twice per year 
�  Any personnel issues or concerns must be brought to this committee 
�  Be open to recruiting members to the choir, and actively encourage this 
�  Advise the worship committee of any problems with the organ or piano, and notify them 

when these instruments need to be tuned 
�  Maintain musical leadership skills by attending workshops, reading sessions, etc.  
�  Give expenses to treasurer. 
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Lynn Valley United Church 
Job Description 

Children’s Worship Coordinator 
 
Title: Children’s Worship Coordinator  
 
Objective of the Position: 
Continue to build, support and provide guidance and leadership to the Children’s Program, up to 
and including Grade 7 children, by building relationships and developing a network of families 
within the congregation, coordinating the operational needs of the program, and recruiting and 
supporting the Children’s Program leaders. 
 
Beliefs and Competencies: 
1. Above all else, the love for children and families and the desire to see this program grow 
2. Belief in the teachings of Jesus consistent with United Church understanding 
3. Excellent coordination, organizational, motivational, interpersonal and communications 

skills 
4. Teaching experience an asset but not necessary 
 
Responsibilities: 
1. Commitment to develop faith in the children of Lynn Valley United Church 
2. Must be a member of, or committed to the philosophy and teachings of, the United 

Church of Canada 
3. Develop and maintain relationships with the children and families of the congregation 
4. Be prepared to develop and to teach the Children’s Program classes 
5. Recruit and support the Children’s Program leaders, ensure they are trained to the 

curriculum, and support them in their leadership 
6. With assistance and input from the Minister, leaders and parents, plan the Children’s 

Program calendar to include interesting and fun activities for the children 
7. As much as possible, create a feeling of permanency and an inviting and welcoming 

atmosphere within the church for children and families 
 
Accountabilities: 
1. Liaise regularly with the Minister 
2. Write an article for each issue of the church newsletter 
3. Liaise with several committees within the church as needed, including Christian 

Education, Worship, Newcomers and Communications 
4. Report to the Church Board on a regular basis 
 
 

This position is subject to a Police Records Check.  
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Lynn Valley United Church 
Job Description 

Administrative Assistant 
 
Hours: 
�  Wednesday-Friday, three hours per day. 
 
General: 
�  Greets all visitors to the church in a friendly manner. 
�  Answers phones, takes down messages, and responds appropriately. 
�  Retrieves and sorts through faxes. 
�  Sorts and distributes mail to Minister, Board, Committee, church groups and congregation members. 
�  Retrieves email, responds, and/or passes messages on accordingly.  
�  Keeps office files in order. 
�  Utilizes Microsoft Office and Internet to perform job. 
 
Bulletins: 
�  Prepares bulletin using a Word document 
�  Works with the Minister, and Music Director, (and when appropriate with the Children's Worship 

Coordinator, and Youth Leader) on preparation of bulletins. 
�  Updates regular announcements such as Church Calendar, Lectionary Readings, Helping Hands, 

and Toddler Angel.  
�  Gathers new bulletin announcements (LVUC, wider UC and community) by Thursday a.m. for layout 

and print by Friday noon. 
�  Prepares extra announcement inserts as needed.  
�  Prepares special bulletins (weddings and memorials) as needed. 
�  Finds appropriate clipart online to use in bulletins. 
�  Prints, folds, and assembles bulletins for distribution. 
�  Photocopies and collates about 10 large print copies including Voices United hymns.  
 
Communications: 
�  Emails announcements from bulletins to congregational list. 
�  Updates and maintains computer database of congregational, family, board, committees and groups. 
�  Prints and assembles regular newsletters (prepared by Communications Committee) for distribution.   
�  Prints labels for newsletters and other mail outs. 
�  Keeps monthly calendar current. 
�  Prepares, assembles and distributes Annual Reports (facilitated by keeping the “Year at a Glance” 

up-to-date on a week-by-week basis). 
 
Facility Bookings: 
�  Facilitates and coordinates all room bookings.  
�  Notifies Minister, Property Manager, Treasurer and others if necessary about new bookings and 

possible conflicts. 
�  Records key distribution and collection.  
 
Office and Church Equipment/Maintenance: 
�  Responsible for upkeep and maintenance of office equipment (computer, photocopier, fax, and 

telephone). 
�  Orders office supplies as needed. 
�  Orders church supplies (paper towel, toilet paper, soap and dish soap) as needed. 
�  Phones in requests to empty garbage dumpster as needed. 
�  Takes out recycling bin on correct day if not already done. 

 
 
 


