Friendship Baptist Church
Employment Application
Church Office Coordinator Position
Thank you for your interest in serving as the Church Office Coordinator at Friendship Baptist Church. Please complete this application and submit it along with your current resume. The information provided will assist us in determining candidates selected for the interview process.

PERSONAL INFORMATION
Full Name: ___________________________________________
Address: ___________________________________________
City/State/Zip: _____________________________________
Phone Number: ______________________________________
Email Address: ______________________________________
Date Available to Start: _____________________________

POSITION INFORMATION
Position Applied For: Church Office Coordinator
This position is part-time:
· Up to 16 hours per week
· Four (4) hours per day
· Four (4) days per week
Are you available to work this schedule?
☐ Yes
☐ No
If no, please explain:


EMPLOYMENT HISTORY
Current or Most Recent Employer
Employer Name: ________________________________________
Position/Title: _______________________________________
Supervisor: ___________________________________________
Dates Employed: _______________________________________
Reason for Leaving:

Primary Responsibilities:



Previous Employer
Employer Name: ________________________________________
Position/Title: _______________________________________
Dates Employed: _______________________________________
Reason for Leaving:

Primary Responsibilities:



EXPERIENCE & SKILLS
Please describe your experience in the following areas:
Office Administration
(Answering phones, scheduling, filing, organizing records, customer service, etc.)


Computer Skills
Please list programs/software you are comfortable using:
☐ Microsoft Word
☐ Microsoft Excel
☐ Email Systems
☐ Calendar/Scheduling Programs
☐ Database Systems
☐ Financial/Bookkeeping Software
Other:

Financial Experience
Do you have experience with:
Bill payments:
☐ Yes ☐ No
Financial reports:
☐ Yes ☐ No
Budget tracking:
☐ Yes ☐ No
Contribution/donor records:
☐ Yes ☐ No
Please briefly explain your financial administrative experience:



WORK STYLE QUESTIONS
1. Describe how you stay organized when managing multiple responsibilities.


2. Describe your approach to handling confidential information.


3. Tell us about your communication style when working with others.


4. What qualities do you believe are important for someone working in a church office environment?


5. Why are you interested in working at Friendship Baptist Church?



REFERENCES
Please provide three references (professional preferred).
Reference #1
Name: _________________________________________________
Relationship: _________________________________________
Phone/Email: __________________________________________

Reference #2
Name: _________________________________________________
Relationship: _________________________________________
Phone/Email: __________________________________________

Reference #3
Name: _________________________________________________
Relationship: _________________________________________
Phone/Email: __________________________________________

AUTHORIZATION
I certify that the information provided in this application is true and complete to the best of my knowledge. I understand that inaccurate or incomplete information may affect consideration for employment.
I authorize Friendship Baptist Church to verify employment history, references, and other job-related information as part of the hiring process.
Applicant Signature:

Date:


For Office Use Only:
Resume Received: ☐ Yes ☐ No
Application Reviewed By: _______________________
Selected for Interview:
☐ Yes
☐ No
Notes:

