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To Bridge People to God and
TOA PAYOH CHINESE METHODIST CHURCH Make Them God’s Disciples

ADMINISTRATIVE EXECUTIVE

JOB SUMMARY

Application Pre-requisites:
e Born-again, baptized Christian

¢ University graduate or having relevant qualifications
¢ Bilingual, able to communicate and write in both English and Chinese
¢ Applicants with more than 5 years of working experience preferred

Responsibilities include:
1. Coordinate the day-to-day administrative needs of the office; including
the Sunday worship bulletin, daily administrative and operational
arrangements.

2. Assist in the administrative needs of the pastoral team.
3. Assist in the administrative needs of the ministries in church.

4. Assist the Chairperson, Secretary and members of the Local Church
Executive Committee (LCEC) in the administrative needs of the LCEC
meetings (once every two months) and the bi-annual Local Conference
meetings.

5. Administer and manage the bookings of church facilities
(internal and external).

6. Coordinate the management of church assets; including routine
maintenance and repairs, and liaison with vendors.

7. Supervise and direct the daily work requirements of administrative staff.
8. Any other duties as instructed by the Pastor-in-charge.
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