Milford Presbyterian Church

238 North Main Street
Milford, Michigan 48381


July 15, 2010
Hello and greetings from the Personnel and Policy Committee of MPC!
Our church is searching for a paid part-time office clerk to work three hours five days a week and we need your help!  If you, or anyone you know, are interested in this opportunity, we ask that you prayerfully consider applying.
We are looking for a well organized and out going person to fill this critical position.  With the addition of this position our goal is to have someone in the church office every weekday for six hours.  Please see the job description on the back of this page for more detailed information.

Please email your resume to dicktaylor@comcast.net with the subject “Office Clerk” or send it to the church office to the attention of Dick Taylor, by Friday August 16th.  Thanks and God bless!

Yours in Christ,

Personnel and Policy Committee of the Milford Presbyterian Church,

Dick Taylor:  dicktaylor@comcast.net
Kathy Kleckner:  klecknerk@michigan.org  
Roger St. John:  stjohnroger@yahoo.com
Edith Nader:  edithnader@comcast.net
Angela Germain:  germainangela@aol.com
MILFORD PRESBYTERIAN CHURCH

JOB DESCRIPTION
POSITION:


Office Clerk
REPORTS TO:


Personnel & Policy Committee/Session
STATUS:


                Part-Time

CLASSIFICATION:

                Employee
PAY GRADE:
Broad Function:
The office clerk will work in the Church office, from twelve noon to three in the afternoon, five days a week.
Responsibilities:

1.  Open and distribute mail.       

                2.  Order church supplies.
3.  Keep Church/Pastor calendar up to date.
4.  Answer the telephone. 

5.  Word processing.
6.  Post approved invoices.

7.  Filing.
8.  Develop and maintain a church membership email list.

9.  Process church forms, i.e. membership, baptism, weddings etc., and present to        

      the Clerk of Session.
            10. Other duties as necessary.
Knowledge & Skills Required:


Knowledge of Microsoft Office Products is an advantage.
Experience/Education:

Other:



Background check required.
