
Northway Christian Church  
Business Manager  

 
Reports to:    Executive Minister      Effective:  [DATE] 
Directly Supervises: Financial Administrator 
   Facility Director  
Status:   Full Time                 
FLSA:    Regular, Exempt 
Classification:  Professional Staff   
 

JOB SUMMARY 
The Business Manager of Northway Christian Church oversees the financial and facilities 
operations with integrity and a sense of stewardship with the goal of creating processes and 
spaces that support the mission of the church.   
 
ESSENTIAL FUNCTIONS  

1. Work with the Financial Administrator, Executive Minister, Senior Minister and Finance 
Team to effectively budget, allocate and adjust income and expenditures to ensure 
effective ministry.  

2. Support the work of Board, Property and Stewardship Committees.  
3. Provide oversight to the building operation staff, working to coordinate building 

management and projects in consultation and co-leadership with the Property 
Committee, stewarding energy management systems with budget and ministry 
effectiveness in mind.  

4. Manage and coordinate the relationship between the church and outside groups 
including tenants, rental agreements, and events.  

5. Develop programmatic initiatives to generate receipts and further the mission of the 
church. 

6. Search for and screen candidates, in leadership and support of the hiring process for 
staff positions. 

7. Maintain relationship and oversight of business vendors and contractors, evaluating and 
keeping current on all contracts including insurance.  

8. Administer the church’s personnel policies and procedures, specifically maintaining all 
personnel records, managing the coordination of time off, sick leave and coverage of 
building and support staff as needed.  

9. Administer payroll as needed when the Financial Administrator is out of office. 
 
OTHER RESPONSIBILITIES:  

● Manage the scheduling and procurement of security personnel as needed.  
● Provide reports and data to Ministerial Staff or Board as needed.  
● Other duties as assigned by the Executive or Senior Minister.  

 
 
 



QUALIFICATIONS: 
● Track record of working collaboratively with a nonprofit board and an understanding of 

nonprofit governance practices. 
● Strong relationship development skills with the ability to easily work with volunteers, staff 

and community leaders. 
● Fluency working with ACS and Event U preferred or an ability to learn quickly new 

systems. 
● Bachelor's degree in a business field. 
● Five years experience as a business manager specifically with facilities management, in 

a non-profit or church setting preferred.  
 

PHYSICAL REQUIREMENTS:  
● Physically able to navigate the church campus.  

 
CORE COMPETENCIES: 

● Attention to Detail: Consistently attends to the many small pieces which must be 
assembled into an organized whole; follows up on missing or out of balance items; 
resolves unanswered questions needed to address a problem; keeps the larger picture 
in mind while tending to the smallest of details.  

● Mission Ownership: Demonstrates understanding and full support of the mission, 
vision, values and beliefs of the congregation; can demonstrate those values to others; 
consistently behave in a manner congruent with the mission, vision, values and beliefs.  

● Organizational Knowledge: Knowledgeable about how congregational communication, 
decision making and leadership works; knows how to get things done through formal 
and informal decision-making channels; can maneuver through charged political 
situations effectively and quietly; anticipates organizational barriers are and plans their 
approach accordingly. 

● Team Orientation: demonstrates interest, skill and success in team environments; 
promotes group goals ahead of personal agendas; steps up to offer self as a resource to 
other members of the team; understands and supports the importance of teamwork; 
shares credit for the success with others, takes responsibility for their part in team 
failures.  

● Teambuilding: Blends people into teams when appropriate; leads the team successfully 
through difficulties and challenges, including conflict, diversity and inclusion issues with 
the team; creates strong morale and spirit in their team; share wins and successes; 
defines success in term of the whole team; creates a feeling of belonging and pride in 
the team.  

● Process Management: Good at figuring out the processes necessary to get things 
done; knows how to organize people and activities; understands how to separate and 
combine tasks into efficient work flow; knows what to measure and how to measure it; 
can see opportunities for synergy and integration; can simplify complex processes and 
create policy for repetitive processes.  

● Adaptability:  The ability and mindset to adapt and innovate using new technologies to 
deepen impact, increase accessibility or improve the ministries of the church. 



 


