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PART-TIME/HOURLY (20 HOURS) POSITION DESCRIPTION (SUPPORT STAFF) 
________________________________________________________________________________ 
 
DEPARTMENT: Operations     TITLE:  Operations Specialist 
DATE: March 8, 2021                                        
 
 

 
MAJOR RESPONSIBILITIES AND PREDOMINANT TASKS (Key Results) 
 
Procurement 
Own the procurement and purchasing processes, evaluate their effectiveness and implement improvements. 
Work closely with ministries to ensure good stewardship of Grace’s resources. 
 

• Develop and manage stocking levels for basic operational purchases (such as supplies for the café, 
building and office) 

• Place and manage all orders for Grace staff 

• Enhance and enforce (with Admin Pastor’s assistance, as needed) all procurement policies and 
processes 

• Receive all orders delivered to GCC.  Also, receive all tech orders/downloads for accountability and 
tracking purposes 

• In conjunction with the Office Manager, develop, implement and execute the Purchase Order process in 
the accounting system. Ensure links back to the Purchase Request process in the Church 
Management System (ChMS) are present. 

• Make the weekly trip to Sam’s Club to pick-up the order. 

• Track and manage Memberships (Costco, Sam’s Club, etc.) 

• Enter vendor invoices and purchases into accounting system for payment. 
 

 
Data Management 
Work closely with the Data System Manager to ensure the information in the ChMS is accurate and complete 
as possible. 
 

• Manage email address exceptions (bounces, blocked, etc.) and work with IT, email vendors, etc. to 
resolve deliverability issues. 

• Manage weekly entry of offering checks into ChMS. 

• Manage participant information which includes, for example, handling duplicated data, reactivating 
people, “default participants”, and moving people through the assimilation process (with assistance of 
Data Systems Manager, as needed). 

• Own the Grace Events Calendar in the ChMS to include timely approval of requests, coordination of 
scheduling and conflicts before they become an issue. 

 
Facilities 
Support the operations team and ministry teams as it relates to facility usage, event scheduling and asset 
management. 
 

• Own and manage the facility rental process and act as the primary interface to people and organizations 
that want to rent GCC’s facilities. Ensure compliance with the rental policy. 



• Manage and audit the Asset Ledger on at least an annual basis. Resolve discrepancies and enlist the 
help of the Administrative Pastor, as necessary. 

 
Office Support 
Provide general support in the office through direct assistance or training others to be self-sufficient. Approach 
these functions with a servant’s heart and a “How can I help you today?” mentality. 
 

• Provide general clerical and administrative support to the Admin Pastor and team. 

• Support production of hard-copy materials across ministries, as needed. 

• Develop a series of volunteers to restock the auditorium seatbacks with communication materials each 
week. 

• Manage external vendor relationships with companies like Amcom and NetXperts. Work with IT as 
needed to meet this objective. 

• Gather and distribute mail. 

• Work on special projects as time and skills permit. 

• Other duties as assigned by Admin Pastor. 

• Maintain confidentiality related to all ministries. 
 
ORGANIZATION AND RELATIONSHIPS 

 
The Operations Specialist will report to the Administrative Pastor at Grace Community Church and is a 
member of the Operations team. The Operations team provides facilities, technology and business support to 
the ministries at Grace.  
 
NATURE OF POSITION 

 
This position’s primary focus is for support to the operations team, manage facilities usage, data 
management, and procurement management for the entire organization.  Secondary would be to support the 
Operations Team and the ministry-at-large on an as-needed basis. 
 
BACKGROUND 

 
A four-year degree in business or accounting is preferred. Prior experience working in a growing and dynamic 
organization while managing multiple projects and competing priorities is strongly preferred.  Prior experience 
working in ministry is a definite plus for this specific role.  
 
This position is part-time/hourly at 20 to 25 hours per week.  The position will report to the Administrative 
Pastor and take daily direction from the Office Manager and Data Systems Manager. This role requires: 
 

• A personal and growing relationship with Jesus 

• A commitment to membership with GCC 

• Passion, agreement, and enthusiasm for being part of God’s mission for GCC 

• A positive whatever-it-takes attitude 

• Exceptional interpersonal skills 

• A proactive problem-solver mentality 

• Almost obsessively detail oriented 

• Desire and ability to learn and grow beyond current requirements of the position 

• Integrity, humility, teachable spirit, ability to lead and equip others, broken heart for our community and 
areas of ministry and those who do not know Jesus personally 

• Ability to work within a budget 

• Weekend work-related responsibilities as part of worship services are not required for this position 

• All other pertinent employee details are described fully in the Employee Policy and Procedures 
Handbook. 


