[image: image1.png]



St. Mark United Methodist Church
601 West Braker Lane 




 

Austin, Texas 78753







 stmarkaustin@gmail.com                          

512-836-5747                                                                                                                         www.stmarkaustin.org
JOB ANNOUNCEMENT

SECRETARY/OFFICE MANAGER

IMMEDIATE HIRE

January 5, 2022
St. Mark United Methodist Church is now hiring for a secretary/office manager. We are searching for a person who considers good planning, excellent people skills and availability a must. The person we are looking to hire should have some knowledge of office procedures and computer technology. On the job training will be provided. Posted office hours are 9am to 1pm, Monday through Friday with time off every weekend and many holidays during the year.

Serious applicants are encouraged to contact Pastor Rosemary Grattan at stmarkaustin@gmail.com. Resumes are also encouraged but not required. An application can be emailed to the applicant. 

St. Mark is located at:

601 W. Braker Lane

Austin, Texas 78753

(512) 836-5747 church cell and text 

