Friendship Baptist Church
Employment Opportunity
Church Office Coordinator (Part-Time)
Friendship Baptist Church is currently accepting applications for the position of Church Office Coordinator.
We are seeking a dependable, organized, and professional individual to provide administrative support to the pastor, church leadership, ministries, and overall operations of the church office. The ideal candidate will demonstrate strong communication skills, attention to detail, confidentiality, professionalism, and a heart to serve others.
The Church Office Coordinator position is a part-time role consisting of up to 16 hours per week (4 hours per day / 4 days per week).
Primary responsibilities include:
· Providing general church office administrative support
· Answering and managing church communications
· Scheduling meetings, appointments, and church-related activities
· Maintaining organized records and office processes
· Assisting with financial administrative tasks and expenditure preparation
· Managing office and ministry supplies
· Supporting the pastor and ministry leaders as needed
Qualified applicants should possess strong organizational skills, basic computer proficiency, effective communication abilities, and the ability to maintain confidentiality. Previous administrative, church, nonprofit, or financial support experience is preferred.
Interested candidates should complete the following steps:
1. Download and complete the Church Office Coordinator Employment Application.
2. Submit the completed application along with:
· A current resume
· Three (3) professional references
All application materials should be submitted to:
Friendship Baptist Church
Attention: Pastor Gregory Norris
Email: greg@rocdan.com 
Deadline: All applications must be submitted no later than Monday, August 31, 2026.
Applications will be reviewed, and selected candidates will be contacted regarding the next steps in the interview process.
Thank you for your interest in serving with Friendship Baptist Church as we continue our mission of ministry and service to our congregation and community.
Sincerely,
Pastor Gregory Norris
Friendship Baptist Church

