
Community Church is an English-speaking, international, interdenominational church in the heart
of Hong Kong Island. We are looking for an Administrative Officer with a passion to serve God and
experience in administrative work.

Job Title: Administrative Officer

Overview:
This is a full-time position working under the Church Manager and supporting the Church’s official
operations.

Duties and Responsibilities:
• Provide general administrative support to the Pastoral team and office staff.

• Ordering of supplies, food, and materials, completing requisitions and purchase orders, and
handling travel arrangements for ministries and Church events.

• Assist with creation of weekly bulletins, newsletters, sign-up sheets, and other published materials.

• Respond to the main phone line, Church office emails, and social media accounts.

• Keep track of weekly attendance, sign-ups, calendar of events and room bookings.

• Provide support for the general administrative needs of Pastors and Church ministries.

• Coordinate Church volunteers and contractors.

• Maintain files and records of the Church and its operations.

• Keep the Church website updated.

Skills and Competencies:
• Willingness to work with task and project management software.

• Familiarity with Microsoft Office, Google Docs, and Apple Work programme suites. Experience in
photo editing and design software is a plus.

• Ability to handle routine work as well as special assignments as situations arise.

• Willingness to develop new skills as the Church explores different avenues of growth.

• Ability to manage tasks and consult with appropriate persons to keep projects moving forward.

• Willingness to work with tight deadlines as situations require.

• Ability to work in a collaborative team environment.

• Ability to conduct oneself professionally.

• Ability to maintain confidentiality.

• Ability to work independently when the need arises.

• Strong command of spoken and written English and Chinese.

The Administrative Officer reports to the Church Manager and works closely with Pastors and Ministry
leaders. The position is full-time and is key to the Church’s operations. Work days include Sundays.

If interested, please send a cover letter and resume to hr@communitychurch.hk. We look forward to
hearing from you.
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