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Job Title:   Assistant Operations Manager 
Department:   Operations 
Classification: Hourly, Non-Exempt (eligible for overtime) 
Position Schedule: 32 hours per week, generally Mon-Thurs, (occasional Fri/Sat/or Sun depending on needs) 
Reports To:   Sr. Director of Facilities and Operations 
Supervises: Scheduling-Event Manager, Front Office Manager, Barista-Food Services Lead 
Last Revised: November 2023 
 
  
PURPOSE 
Provide administrative & operational support for Sr. Director of Facilities and Operations.  Provide coordination/supervision of 
scheduling-event Management, volunteer support, front office, Culinary and HeBrews Coffee Shop activities. 
 
PRIMARY DUTIES – ADMINISTRATIVE SUPPORT 

• Process invoices, check request forms, inter-departmental charges, mileage reimbursement, and filing. 

• Process monthly payroll, track employee vacation and sick leave. 

• Request and maintain Certificates of Insurance for church vendors and contractors. 

• Manage Driver Safety Program. 

• Manage and order supplies for First Aid/AED/CPR kits and supplies. 

• Maintain employee placards and assist Sr. Director with church signage systems. 

• Assist Maintenance with creation of work orders and posting of work schedules. 

• Maintain file room and filing systems for vendors, projects, plans and construction related materials. 

• Maintain documents for church vehicles; registrations, titles, sign out for church owned vehicles, collect & process gas 
receipts, mileage reports, manage approved driver list. 

• Coordinate copy room supplies and inventory (shared with receptionist). 

• Mail: process packages for shipment, pick up and drop off mail at Post Office. 

• Maintain phone system messaging for Sr. Director, staff notification, and other communications. 

• Assist Sr. Director in scheduling staff trainings, First Aid, safety, security and other trainings. 

• Communication equipment support. 

• Manage special projects as assigned, work with appropriate staff and volunteers in carrying out projects. 

• Cross train and serve as backup for Scheduling person, Receptionist, and Pastoral Admin Assistant. 

• Occasional off-hour event support. 

• Insurance program: assist with management of the church insurance program; contract review and renewal, manage 
A.D.D. supplemental insurance program, and DOL driver license checks.  

• Contract administrative support: assist Sr. Director with Liability Release forms, Real Estate Leases, and other 
contracts. 

• Assist with safety Plans, notifications, attend Crisis Team meetings as needed. 

• Other duties as assigned. 
 
SCHEDULING-EVENT COORDINATION-VOLUNTEER SUPPORT 

• Direct, supervise Scheduling/Event Coordinating Manager 

• Oversee volunteer management/support 
 
FRONT OFFICE 

• Direct, supervise Front Office Manager 

• Oversee Front Desk activities 
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CULINARY & HEBREWS 

• Coordinate Culinary Food Services and HeBrew’s Coffee Shop activities. 

• Direct, schedule HeBrew’s and Food Services workers and volunteers. 

• Serve as Point of Contact for Ministries/events needing Culinary support. 

• Admin support for Culinary & Food Services; receipts processing, and coding expenses. 
 
KNOWLEDGE, SKILLS, AND ABILITIES 

• Alignment with Chapel Hill’s values and agreement with the EPC Essentials of the Faith (epc.org/about/beliefs). 

• High school diploma or GED preferred. 

• 3+ years of progressively responsible experience in an Administrative support or management setting. 

• Facilities and Operations experience preferred. 

• Excellent computer skills; Windows, MS Office (Word, Outlook, Power Point, Publisher, VISO), Internet, database 

• Excellent writing skills. 

• Strong people skills with the spirit of hospitality, ability to work well with all types of people, including staff, 
congregation, and volunteers. 

• Flexibility in a multi-task, fast-paced, changing environment. 

• Organized and detail oriented. 

• Ability to use initiative and discernment in the handling of non-routine matters. 
 

 
All employees are required to pass a criminal background check prior to start of employment. 

 
 
 

All employees must understand that they are a part of a Christian church and that their employment is a God-ordained 
vocation. In this regard, employees must fully support and live consistently and in accordance with any Statement of 

Faith and Christian standards of living as may be set forth in the church’s employee handbook. 


