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OPERATIONS AND COMMUNICATIONS COORDINATOR 

 
Supervisor: Executive Director 
Time Period Status: regular full-time (compensation is salaried and benefits are available) 
 
General Description 
The Operations and Communications Coordinator will work closely with the Executive Director to pursue 
Advent’s mission by offering effective organization and management of the church in the areas of 
general administration and operations, communications and data management, and event coordination. 
S/he will also provide executive administrative support to the Rector and Executive Director. 
 
Essential Responsibilities 
General Administration and Operations 

• Serve as the office receptionist, maintaining a welcoming and helpful presence and keeping the 
church office clean and hospitable 

• Manage and route general church correspondence including voicemail, email, and postal mail 

• Manage general office procurement, inventory, and equipment maintenance 

• Complete weekly offering deposit and other accounts receivables (e.g., other income, 
reimbursements) and communicate with Treasurer and Bookkeeper as needed 

• Handle records management and filing systems as needed to ensure ease of access to important 
information; maintain church membership rolls 

• Monitor staff budget lines, under supervision of Executive Director 

• File tax reports and corporate standing documents, with assistance from Treasurer 

• Perform other duties as assigned  
 

Executive Support 

• Provide administrative support to the Rector and Executive Director, including: preparing 
meeting documents, recording meeting minutes, making copies, sending out emails, etc. 

• Manage the Rector’s email account 

• Manage calendars and appointments for the Rector, and for other church staff as requested by 
the Executive Director 

 
Communications and Data Management 

• Respond to requests for information and resources via email, telephone, and in-person visits on 
behalf of the church and consistent with church policies and teaching 

• Manage Advent Commons (the church’s online community portal and database), regularly and 
consistently updating and refining its groups to reflect accurate information, participants, and 
administrative privileges; develop and provide trainings on Advent Commons use 

• Manage Advent’s website, ensuring content is current and building out new pages as requested 

• Manage all social media accounts for the church 

• Maintain digital archive of church photos 

• Develop in-house branded materials (letterhead, slides, etc.) 
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• Prepare meeting and communications documents as requested 

• Conduct all communication in accordance with church doctrine and teaching, conveying the 
church’s message consistent with the gospel 

 
Events Coordinator 

• Manage, plan and coordinate events and retreats, including preparing materials, activity 
schedules, and volunteer schedules 

• Set up event registrations, scheduling, and sign-ups 

• Identify, negotiate contracts with, and book venues and vendors for events in consultation with 
the Executive Director 

• Manage church-wide calendar and verify availability of dates for church-wide events; manage 
the schedule of regular and special worship services, ministries, meetings, and special events 

• Serve as point person for space requests and maintenance requests 
 
Sunday Operations 

• Weekly, prepare Sunday service slide show and prepare/print worship bulletins and guides, 
music, service flyers, etc. 

• Manage and oversee onsite Sunday operations, including set-up and teardown 
 
Qualifications 
The ideal applicant will demonstrate strong interpersonal skills, verbal and written communication skills, 
committed Christian faith in full agreement with the Jerusalem Declaration as a faithful summary of 
Biblical teaching (exceptions must be approved by the Rector), and evidence of spiritual maturity. Strong 
administrative skills and attention to detail are required, with demonstrated ability to schedule, 
coordinate projects and events, prioritize, and meet deadlines. A working knowledge of Mac programs, 
Microsoft Excel and PowerPoint is required; a knowledge of QuickBooks Online and other financial 
systems software is preferred. The successful individual will also possess a working knowledge of 
website configuration/maintenance and in Google Apps, Dropbox, and other related applications. 
Preference will be given to applicants who are members or regular attenders of Church of the Advent. 
 
About the Church of the Advent 
In 2007, Church of the Advent began as a mission of Church of the Resurrection, sent to serve the 
Columbia Heights area. Our church was born out of a common desire to start healthy, gospel-centered 
churches through metro Washington. We share a desire to see God’s renewal for ourselves, our city, 
and our world. In April 2016, we launched a new worshipping community to serve the greater Brookland 
area of Northeast DC, called Advent Brookland. It began as a congregation of Church of the Advent 
alongside the Columbia Heights congregation; thus, we function as one church with two congregations. 
We long to see the city of Washington, DC renewed by the gospel of Jesus Christ, so that through it, all 
people might come to know the goodness, beauty and truth of God. We desire to plant healthy, gospel-
centered churches in every neighborhood throughout the metro Washington area, to form partnerships 
with other churches and organizations who share our vision, and to serve this city with humility, 
courage, faithfulness, and compassion. 
 
For more information about Church of the Advent, please visit www.adventdc.org  
If you are interested in applying, please forward your resume and cover letter to: admin@adventdc.org 
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