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Office and Communication Assistant:
The Church of the Holy Comforter, Richmond, VA

Located in the Willow Lawn area of Richmond, Holy Comforter is a part of the Episcopal Diocese of Virginia and the Episcopal Church. Holy Comforter (affectionately known as HoCo) is an active and growing church with deep roots and a rich history in the community. We are a progressive Christian congregation that truly welcomes all. Outreach and Social Justice are a focus. For more information, please view our website at www.hoco.org

Position: Office and Communication Assistant: 
Position Description:  The Office and Communication Assistant will 
work closely with our clergy to manage the daily operations of the church, including office management, volunteer coordinating, record keeping, facilities use management, and communications, including assisting with weekly emails, service bulletins, and vestry minutes. 

Hours and Compensation:
This is part-time position of 12 hours, Monday through Thursday, 10:00 a.m. to 1:00 p.m. at a rate of $15 per hour. Salary and hours have some flexibility depending on the candidate.

Qualifications:
Experience:
Some experience in ministry or working in a church, whether paid or unpaid, is useful, but not required. Office experience preferred. 

Skills:
• Strong organizational skills;
• Strong oral, written, verbal and interpersonal communication;
• Strong integrity, honesty and confidentiality;
• Excellent people skills with an ability to collaborate with a 
pastoral perspective;
• Ability to take initiative, make decisions, and meet deadlines;
• Working knowledge of Microsoft Office Suite;
• Working knowledge of social media platforms, such as Facebook;
• Working knowledge of cloud base document management systems, 
such as Google Docs.

If interested in the position, please send resume to The Very Rev. Dr. Hilary B. Smith, hilary@hoco.org or by mail. If you would like more information, please feel free to contact Hilary+. 
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