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Church Business Director  
Department:	Administration	 
Reports	To:	Senior	Pastor	 
Position	Type:	Full-time,	Salaried	(Sunday-Thursday)	 
Salary:	75K-82K	a	year 
	 
I. Executive Summary  
Bridges	Community	Church	is	a	multilingual,	multicultural	church	in	Fremont,	a	strategic	corner	of	
the	Silicon	Valley.	Our	mission	is	to	bridge	relationships	to	pursue	the	life	adventure	of	following	
Jesus.	We	serve	a	diverse	community—	including	many	who	have	little	exposure	to	the	gospel—
making	our	mission	both	urgent	and	strategic.	 
 
The	Business	Director	is	a	key	member	of	the	Executive	Leadership	Team,	responsible	for	the	
church’s	administrative,	financial,	operational,	and	First	Impressions	ministries.	Working	behind	
the	scenes	so	ministry	can	thrive,	this	role	supports	the	Senior	Pastor	and	Elders	by	ensuring	
healthy	systems,	fiscal	integrity,	and	a	welcoming	environment.	The	Business	Director	directly	
supervises	the	Facilities	Director,	Bookkeeper,	and	First	Impressions	Coordinator,	helping	to	create	
the	infrastructure	that	allows	the	ministry	to	flourish.	The	role	requires	a	high	degree	of	
independence,	supervises	multiple	staff	and	contracts,	and	works	closely	with	elders,	staff,	and	
volunteers.	Some	light	physical	support	may	be	needed	during	events. 
	 
II. Key Responsibilities  
A. Human Resources & Staff Support  
• Manage	payroll,	benefits	and	personnel	files	to	ensure	compliance	with	labor	laws	and	policies.	 
• Coordinate	annual	staff	training	and	support	employee	performance	reviews.	 
• Promote	a	healthy	staff	culture	through	recognition,	communication,	and	care.		
 
B. Business & Financial Oversight  
• Supervise	Bookkeeper	and	Accountant	 
• Lead	the	annual	budget	process	in	collaboration	with	staff,	Senior	Pastor,	and	elders.	 
• Supervise	the	review	of	financial	statements,	reconciliations,	internal	controls,	and	credit	card	

usage	in	order	to	maintain	budget	adherence.	 
• Work	with	the	Elders	and	financial	officers	to	ensure	proper	reporting,	governance	and	

maintain	state	and	local	compliance	 
 
C. Operations & Facilities  
• Supervise	the	Facilities	Director	and	IT	consultants	 
• Oversee	facility	operations	including	maintenance,	repairs,	building	security,emergency	

supplies,	and	event	scheduling.		 
• Oversee	office	systems,	procurement,	and	vendor	management.	 
 
D. First Impressions & Assimilation  
• Supervise	the	First	Impressions	&	Assimilation	Coordinator.	 
• Oversee	guest	services,	welcome	procedures,	and	supplies	for	weekly	services	and	events.	 
• Monitor	visitor	follow-up	processes	and	new	member	assimilation.		
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E. Team Collaboration & Leadership  
• Actively	participate	in	weekly	Lead	Team	and	Operations	Team	meetings.	 
• Support	church-wide	initiatives	and	foster	cross-team	alignment.	 
• Maintain	a	posture	of	spiritual	growth	and	integrity	in	leadership.		
 
III. Qualifications  
A. Skills & Strengths  
• Strong	organizational	and	leadership	abilities.	 
• Able	to	multitask	and	prioritize	tasks	effectively.	
• Relationally	savvy	and	able	to	handle	sensitive	matters	with	discretion.	 
• Proactive	problem-solver	with	a	team-oriented	mindset.	 
• Positive,	servant-hearted,	and	ministry-minded.		
 
B. Education & Experience  
• Minimum	of	5-7	years	of	experience	in	administration,	operations,	or	financial	management	

preferably	in	a	Church/Ministry	environment.	 
• Church	or	nonprofit	leadership	experience	preferred.		
 
IV. Leadership Scope  
• Operates	with	high	independence	and	initiative.	 
• Has	significant	influence	on	church	effectiveness	and	environment.	 
• Directly	supervises	three	staff	roles	and	manages	external	service	contracts	(e.g.,	IT,	

Accounting).		
 
V. Relationships & Physical Demands  
• Collaborates	across	all	levels—staff,	Elders,	and	volunteers.	 
• Occasional	light	lifting	and	facility	support	for	events	or	services.	 
 
 


