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Job Posting
Operations & Administrative Coordinator

The Operations & Administrative Coordinator serves as the
operational heartbeat of Village Church, combining operations
management with high-level administrative support to the
Executive Pastor. This role helps create a culture of warmth,
order, hospitality, and missional impact by welcoming visitors
and supporting projects across facilities, HR, finance, and
events. The coordinator will also supervise and support church
office staff and volunteers, helping equip a cross-cultural team
to serve effectively and remain connected to Village’s mission.

The ideal candidate is highly organized, detail-oriented,
adaptable, and self-motivated, with excellent written and
verbal communication skills. Experience in guest services and
administrative work is preferred, along with proficiency in
Microsoft Office or Google Workspace and the ability to learn
church software. Strong teamwork, discretion, creative
problem-solving, and a teachable spirit are essential.
Proficiency in Spanish or a second language is preferred.

This position is a full-time, hourly role (40 hours a week,
Monday-Friday, generally 8:30a-5:00p but flexible) with
benefits including health & dental insurance, retirement
contributions by the employer, spiritual retreat days, and
more.

To apply, email ben+hiring@villagebeaverton.com with your
cover letter of interest and resume. 
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