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PLEASE POST
Immediate Job Opening:  Church Secretary/Bookkeeper
We are now taking applications for the part-time position of Church Secretary/Bookkeeper.  This person will provide office support to the church staff and for approved committee activities in addition to maintaining the daily finances of the church.
About Our Church:  
Friendship Community Presbyterian Church is a small, diverse, urban congregation committed to preaching the Word of God and spreading the Good News to the surrounding community through worship, small groups, and discipleship for both youth and adults. We are part of the Presbyterian Church (USA). 
OUR MISSION: Following Jesus Christ, we make disciples and love our neighbors in cross- 

cultural fellowship. 
Schedule: 15-20 hours a week (negotiable), including at least of four of those hours on Fridays.
Pay Range:  Between $10-12 per hour, based on experience. 
Qualifications: 

· Competency with Microsoft Office, internet and email

· Bookkeeping and Quick Books skills preferred

· A gracious, welcoming spirit 
· Well-honed organizational skills 
· Candidates should model a vibrant Christian faith 
· Able to work alongside Pastor in schedule and project management
How to Apply:  
Applications and a full job description are available by emailing FriendshipJobOpening@gmail.com  Please mail completed applications along with a cover letter to Friendship Job Opening, 181 Robinson St., Pittsburgh PA 15213. 
Questions?  Call Chloe Papke at 412.363.2658 
181 Robinson Street, Pittsburgh, PA 15213.  412.683.0575. http://www.friendshipcpc.org


