St. Luke’s Episcopal Church of Fort Myers, FL is looking for a responsible, proactive Church Office/Facilities Manager to be accountable for overseeing the daily operations of the church, managing the church's ministries, scheduling events, and keeping accurate records.  To be a successful Church Office/Facilities Manager, one should have strong computer/social media skills and be familiar with Episcopal liturgy.  It is important that this person be generous, efficient, detail-oriented, and professional.  This is a part-time position.  


Job Title:  Church Office/Facilities Manager
Organization: St. Luke’s Episcopal Church, www.stlukesfortmyers.org
Location: Fort Myers, Florida
Job Type:  Part-time, Monday - Friday, 8:00 AM - NOON
About Us
Founded in 1885, St. Luke’s Episcopal Church is the oldest parish in the Episcopal Diocese of Southwest Florida.  Our vision is to be an abiding witness in our community to the love and saving power of our Lord Jesus Christ.   Our mission is to worship God in the Anglican tradition of the one holy catholic and apostolic church, availing ourselves of the means of grace and awaiting our hope in glory. We are seeking a warm, organized, and detail-oriented Office/Facilities Manager to be the welcoming face and operational backbone of our ministry team.
Position Overview
The Church Office/Facilities Manager serves as the central hub of church communications and daily operations. The ideal candidate possesses excellent administrative skills, computer/social media skills, a heart for ministry, and the ability to manage multiple tasks while providing a welcoming environment for members, visitors, and staff. 
Key Responsibilities
· Front Office Management: Warmly greet visitors, answer phone calls, manage the church email inbox, and handle daily correspondence.
· Communication & Media: Prepare and format the weekly Sunday worship bulletin, coordinate the monthly newsletter, and update the church website and social media channels.
· Scheduling: Manage the church calendar, coordinate facility rentals, and schedule appointments for the pastoral staff.
· Office Administration: Maintain church records, order office supplies, manage inventory, and oversee the church database (e.g., REALM)
· Volunteer Coordination: Recruit, train, and schedule volunteer receptionists and office helpers.
· General Support: Assist the Rector and other ministry staff with special projects, mailings, and event preparation.
Qualifications & Skills
· High school diploma or equivalent; Associate’s or Bachelor’s degree in business or administration is a plus.
· Proven experience as an administrative assistant, secretary, or relevant role (experience in a church or non-profit is highly preferred).
· Proficiency in Microsoft Office (Word, Excel, PowerPoint) and skilled with managing social media and website maintenance.
· Strong graphic design/layout skills or willingness to learn programs like  Publisher for bulletin creation.
· Excellent verbal and written communication skills.
· A warm, compassionate demeanor with a high level of integrity and ability to maintain strict confidentiality.
· Ability to align with the values and mission of St. Luke’s Episcopal Church. 
Compensation & Benefits
· Salary: $18,000 - $20,000 per year (commensurate with experience).
· Benefits: N/A
How to Apply
Please submit your resume and a cover letter detailing your administrative experience and why you would be a great fit for our team to office@stlukesfortmyers.org or drop them off at the church office located at 2635 Cleveland Ave.  For more information contact our Parish Administrator, Randy Woods, at 239-464-5514. 

