Office Administrator (Part-Time) Position Available 
St Peter’s Lutheran Church, 49 Queen Street North, Kitchener
St. Peter’s Lutheran, a welcoming church located in downtown Kitchener, actively serves the KW community with in-person worship, gathering and volunteer opportunities and beyond through national and local TV programming. We have recently redeveloped a portion of our property to create affordable supportive housing in partnership with Indwell.  
We are looking for a dedicated, motived and eager Part-Time Office Administrator to join our team.  The person will manage the daily activities of the office and support the Pastor and the leadership team. The ideal person is a self-starter, with strong communication skills, able to plan and prioritize multiple tasks while responding to church members and public inquiries, with a smile! 
· 3+ years’ experience in administrative support
· Will be flexible and enjoy pivoting from task to task throughout the day
· A can-do attitude and an eagerness to learn
· Attention to detail and great organizational skills
· Demonstrated communication skills, both written and verbal
· Monitor and assist with updating website
· Prepare and distribute weekly e-bulletin and other communications materials 
· Proficiency with various computer software programs including Microsoft Suite applications 
· Experience working within the not-for-profit sector 
· Some basic accounting knowledge is an asset.
What will you do in this Role?  
•	provide administrative support for the Pastor and the Board of Directors 
•	enter donations into Planning Center, prepare tax receipts and statements
· update and maintain accurate membership records
•	produce the Annual Report including assembling and printing
•	maintain key corporate documents and review annually with Treasurer/Board
•	assist with regular review, updates and maintenance of the website, monitor inquiries, post events, etc.  
•	access, attend to and distribute email inquiries, respond to phone and in-person inquiries 
•	handle incoming mail, distribute as required
•	prepare letters, correspondence, including donation receipts and weekly e-bulletin
•	file and maintain all church correspondence, invoices, reports, records, schedules, and meeting minutes
•	coordinate room rentals and exterior signage messages 
•	operate all office machines and building security system 
Job Type:
•	Part time- Permanent, Kitchener-Waterloo, On.
What We Offer:
•	On-site parking
•	Flexible Schedule
We are strongly committed to employment equity, and we support diversity. If you require accommodation during the application process, please advise me in your cover letter.
By applying to this position, you are confirming you are legally entitled to work in Canada.
We thank you for your interest; however, only candidates selected for interviews will be contacted for follow-up.
Job Type: Part-time, Permanent
Benefits:
•	Casual dress
•	On-site parking
Pay: $22.00 per hour
Expected hours: 20 hours per week, over the course of 4 days  (Mon – Friday) 
Experience:  Administrative: 3 years (required)
Work Location: In person on premise, hybrid will be considered
Application deadline: 2026-01-04
Expected start date: 2026-01-19
If you have questions or wish to apply to this position, please send your resume and cover letter by January 4th to: info@stpeterskw.ca


