
 

Page 1 of 1 

 

 

Part-time Office Manager wanted to join the team at Immanuel Woden Valley Lutheran 

Church ($23 to $27 per hour depending on skills and experience)   

Immanuel Woden Valley Lutheran Church is seeking a suitably skilled and experienced 

Office Manager to support the ministry work of the pastor, lay workers, congregational office 

bearers, and congregational teams. This is a part-time role (minimum 16 hours per week) 

working Tuesdays to Fridays in the church office in Lyons (ACT). Training and professional 

development are provided. 

In this role you will be responsible for delivering excellent administration of the operations of 

the church office. You will report to the Pastor and be the contact point for enquiries from 

the public, congregation members, contractors, and others. Duties of the role include: 

 Providing reception services and administrative assistance to Pastor and other workers 

 Preparing documents and presentations, maintaining various church records and the 

church website and social media accounts. 

 Administering car parking space rental and invoicing 

 Administering hall/church bookings, and equipment loans. 

 Administering maintenance of office equipment. 

 Liaising with contractors for minor repair and maintenance works on Church property. 

Required qualifications, skills and qualities 

 Very good written and oral communication skills. 

 Very good interpersonal skills. 

 Good planning and organisational skills. 

 Competent or a high level of skills in the use of Microsoft Word and PowerPoint. 

Desired qualifications, skills and qualities 

 Competent or a high level of skills in the use of Microsoft Publisher, Outlook, and Excel. 

 Experience using databases. 

 Experience using image manipulation software (to crop and edit photographs). 

This position would suit someone willing to work in a Christian environment and uphold the 

values and teachings of the Lutheran Church of Australia. 

 

Please send your resume and a cover letter addressing the required and desired 

qualifications, skills, and qualities to: 

The Personnel Manager 

Immanuel Woden Valley Lutheran Church 

37 Burnie Street 

Lyons ACT 2606 

 

Or by email to: pieter.ruyters@lca.org.au  

 

Please note: Ongoing appointment subject to attaining suitable Police Clearance and an 

ACT Working with Vulnerable People Check.  
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