FIRST UNITARIAN CHURCH OF CINCINNATI
536 Linton Street  Cincinnati, Ohio 45219 513-281-1564
e-mail: firstuu@hotmail.com  web: www.firstuu.com/index.html

REVEREND SHARON K. DITTMAR, MINISTER

First Church is proud to be an equal opportunity employer. This dynamic and rapidly growing liberal
religious community requires an administrative professional for the following job responsibilities to
support the congregation, the minister and staff, and committees:

- provide regular and timely updates to various databases (membership, event calendars, building
use schedules, etc.), and then printing or posting to the website

- coordinate communications and mailings (labels, correspondence, orders of service); other
administrative support for events, meetings, services

- provide cheerful, professional and diplomatic interface with public seeking information about
First Church (refer to appropriate committee chairs or staff) through various means including
street traffic, email and telephone questions

- maintain and troubleshoot office machines, telephones, computers; train members and staff on
use of equipment

- coordinate details of religious ceremonies (e.g., memorial services, weddings) between
families, staff, and church facility

- submit payroll hours for all staff bi-weekly

- help maintain security of building in urban location by ensuring doors are secure and locked

- answer phones, distribute mail, order and pick up office supplies

- handle petty cash for small purchases

- help in coordinating building and facilities use as needed

- participate in staff meetings

- Supervise (or oversee work) of communications person/proofreading

- Update website with web content

negotiable, minimum of 20 hours/week, up to 24 hours/week, however benefits are not
provided for this position

I " minimum $11/hr. depending on experience
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- strong working knowledge of Microsoft Word, FrontPage
- strong typing and data entry skills
- familiar with publication software, preferably InDesign, to provide minor updates and
adjustments to publications
- flexible
- strong verbal and written communication skills



detail-oriented
diplomatic and tactful, customer-oriented

2-year degree desired

5 years minimum administrative experience
church administrative experience a plus
computer troubleshooting experience a big plus
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