Open Position: Church Administrator

The Sion Prebyterian Church Bedok is searching for a suitable candidate for the position as a Church
Administrator. Candidate with good proficiency in Office software and applications, and effectively
bilingual in Chinese and English, with good writing knowledge, to fulfill the following roles and duties:

Roles & Responsibilities

* Manage day-to-day church administration, communications, correspondence, phone calls, scheduling,
and provide administrative support to pastor

* Prepare weekly worship programmes, bulletins, notices and PowerPoint slides for worship services and
church activities.

* Provide weekly English-Chinese translation for bilingual services and church communications.

* Maintain church membership, staff and administrative records, and assist with annual government and
statutory submissions. (e.g. ensure compliance with ROS, Charity Portal, insurance, and related
requirements)

* Liaise with pastors, church leaders, members and external parties.

Other roles and support which may be assigned:
* Handle basic financial matters, including receipts, payment vouchers and banking transactions.

* Coordinate logistics and provide administrative support for church meetings, events and various
ministries.

Requirements:

* Good spoken and written Chinese, with some proficiency in English.

* Able to independently and proficiently use Microsoft Word, PowerPoint and Excel for preparing
documents, bulletins, presentations and spreadsheets, not merely for basic typing or data entry.

* Comfortable using Google Drive, Google Forms/Sheets and WhatsApp for church communications and
administration.

* Good organisational and interpersonal skills, responsible and able to work independently.
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