
 
 
 
Operations Manager 
Ormewood Church (www.ormewoodchurch.org) 
1071 Delaware Avenue SE, Atlanta, GA 30316 
Hours per week: 20, some remote time optional 
Compensation: $18/hour  
Benefits: 2 paid weeks of vacation per year. The church is closed the week between Christmas 
and New Year.  
Mission:  Welcoming everyone to explore the living God in our neighborhoods. 
Reports to: The Pastor as Head of Staff 
 
We seek an organized and hospitality-focused person to supervise operations in the church in 
three specific areas: the use of the church property, the communications infrastructure, and the 

organization of resources for the building and programs.  
 
Manage the use of the church property: 
-Be the first point of contact for rental of all facilities 
-Communicate expectations and regulations to renters 
-Collect payment for usage of the property 
-Meet people on-site as needed for tours or rentals 
-Ensure the facility is prepared for rental dates 
-Other duties as assigned 
 
Manage the communications infrastructure: 
-Perform reception duties such as answering email and phone calls 
-Maintain and update Planning Center (our digital platform for information and registrations) 
-Assemble and distribute the bi-monthly newsletter  
-Create and print the weekly bulletin for Sunday Worship 
-Update the website as needed 
-Update social media accounts as needed 
-Track and report our CCLI usage (song copyright) 
-Work with the bookkeeper to maintain accurate giving records 
-Prepare the Annual Report with the assistance of the Leadership Team 
-Ability to navigate and troubleshoot technology 
-Embodies the values of our Mission Statement 
-Other duties as assigned 
 
 



 
 
Manage availability and organization of resources for the building and programs: 
-Order supplies as needed for worship, the building, and administrative areas. 
-Weekly restock Sunday morning items such as check-in sheets, Communion supplies, scripture 
sheets, etc. 
-Prepare weekly music binders 
-Other duties as assigned 
 
A qualified candidate displays the following: 
-Good communication skills, both verbal and written 
-High school diploma 
-Can pass a background check 
-Can work independently setting goals and accomplishing tasks 
-Administratively organized 
-A welcoming and hospitable attitude 
-Ability to maintain confidentiality 
-Proficient in spelling, punctuation, grammar, formatting, proofreading and editing 
-Prior administrative experience preferred 
 
Terms and conditions are subject to review and modification by the Leadership Team. In such 
cases, changes will be provided in written form.  
 
If you are interested in this position, please email Rev. Jenelle Holmes at 
jenelle@ormewoodchurch.org.  
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