This is an example of what gets reviewed after hire and during the annual review thereafter to ensure that description continues to match reality.

Office Administrator

Purpose of Position: 

To organize and execute excellent administrative support so that leaders of Emory focus on using their talents for direct ministry and that all feel welcome and cared for when calling or walking in the office.

Accountability: 

The Office Administrator is hired by SPRC and reports to the Executive Director. 

	Key Result Areas 

(Responsibilities)
	Expected Outcomes

What outcomes are expected in this area?

How will we know if we have achieved these outcomes?

	1. Provide excellent administrative support for Executive Director, Director of Congregational Life and Lead Pastor. 
	· Tasks assigned by executive leadership are completed on time and within expectations.

· Outstanding evaluations from each member of executive leadership.



	2. Coordinate, collect and report accurate congregational information.
	· All information collected about people is reflected in CCB

· Important reports reflect reality.

· Calendar is accurately organized

	3. Recruit and manage team of administrative volunteers.
	· People who have expressed an interest in church administration find their place in the ministry.

· Ministry naturally expands.

	4. Serve as central contact and distribution point for church information.
	· People who call or visit the office are greeted warmly and are connected with the right people.

· Church calendar and all communications channels (bulletins, Facebook, website, etc.) are accurate. 

	5. Care for church-wide administrative tasks.
	· Bulletins are accurate and available.

· Supplies are available to meet ministry needs at best cost possible.

· Office equipment is in working order and meets needs within budget.


Time required to fulfill these responsibilities: 30 hours per week.
Evaluation Process (how often, by whom): The Executive Director will oversee an annual evaluation of the Office Administrator and will also conduct quarterly progress updates based on input from executive leadership.

Created by: 





Reviewed by: 





This is an example of how to use the job description to set performance goals. In this example, the Office Administrator would draft his/her smart goals and review it with the Executive Director (named supervisor on previous page.) It is recommended that goals are set in 90 day increments so that a habit of goal setting, review and accountability is created.
Office Administrator
Key Results Areas & Expected Results with SMART Goals
	Key Result Areas 

(Responsibilities)
	Expected Outcomes

What outcomes are expected in this area?

How will we know if we have achieved these outcomes?
	SMART Goals

List a Specific, Measureable, Aligned, Realistic, Tangible Goal for each area so that the outcomes are reached

	1. Provide excellent administrative support for Executive Director, Director of Congregational Life and Lead Pastor.
	· Tasks assigned by executive leadership are completed on time and within expectations.

· Outstanding evaluations from each member of executive leadership.


	

	2. Coordinate, collect and report accurate congregational information.
	· All information collected about people is reflected in CCB

· Important reports reflect reality.

· Calendar is accurately organized
	

	3. Recruit and manage team of administrative volunteers.
	· People who have expressed an interest in church administration find their place in the ministry.

· Ministry naturally expands.
	

	4. Serve as central contact and distribution point for church information
	· People who call or visit the office are greeted warmly and are connected with the right people.

· Church calendar and all communications channels (bulletins, Facebook, website, etc.) are accurate.
	

	5. Care for church-wide administrative tasks.
	· Bulletins are accurate and available.

· Supplies are available to meet ministry needs at best cost possible.

· Office equipment is in working order and meets needs within budget.
	


We the undersigned agree with the SMART Goals listed above and expect them to be achieved by:       (date)

   Typed name of Executive Director



Typed name of Office Administrator

   Executive Director





Office Administrator

Date:







Date: 





Specific: A specific goal has a much greater chance of being accomplished than a general goal. To set a specific goal you must answer the six “W” questions:

· Who:      Who is involved?

· What:     What do I want to accomplish?

· Where:    Identify a location.

· When:     Establish a time frame.

· Which:    Identify requirements and constraints.

· Why:      Specific reasons, purpose or benefits of accomplishing the goal.

EXAMPLE:  A general goal would be, “Get in shape.” But a specific goal would say, “Join a health club and workout 3 days a week.”

Measurable - Establish concrete criteria for measuring progress toward the attainment of each goal you set. When you measure your progress, you stay on track, reach your target dates, and experience the exhilaration of achievement that spurs you on to continued effort required to reach your goal.

To determine if your goal is measurable, ask questions such as……

· How much? How many?

· How will I know when it is accomplished?

Attainable – When you identify goals that are most important to you, you begin to figure out ways you can make them come true. You develop the attitudes, abilities, skills, and financial capacity to reach them. You begin seeing previously overlooked opportunities to bring yourself closer to the achievement of your goals.

You can attain most any goal you set when you plan your steps wisely and establish a time frame that allows you to carry out those steps. Goals that may have seemed far away and out of reach eventually move closer and become attainable, not because your goals shrink, but because you grow and expand to match them. 

Realistic: To be realistic, a goal must represent an objective toward which you are both willing and able to work. A goal can be both high and realistic; you are the only one who can decide just how high your goal should be. But be sure that every goal represents substantial progress. A high goal is frequently easier to reach than a low one because a low goal exerts low motivational force. Some of the hardest jobs you ever accomplished actually seem easy simply because they were a labor of love.

Timely: A goal should be grounded within a time frame. With no time frame tied to it there’s no sense of urgency. If you want to lose 10 lbs, when do you want to lose it by? “Someday” won’t work. But if you anchor it within a timeframe, “by May 1st”, then you’ve set your unconscious mind into motion to begin working on the goal.

Your goal is probably realistic if you truly believe that it can be accomplished. Additional ways to know if your goal is realistic is to determine if you have accomplished anything similar in the past or ask yourself what conditions would have to exist to accomplish this goal.

T can also stand for Tangible – A goal is tangible when you can experience it with one of the senses, that is, taste, touch, smell, sight or hearing. When your goal is tangible you have a better chance of making it specific and measurable and thus attainable.
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