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Job Title: 	Chief Administrative Officer
Reports To:	 Executive Director
Department: 	Administration
FLSA Status: 	Exempt
Shift: 	Full-time; weekdays, with some evenings and weekends as needed

Position Summary
The Chief Administrative Officer is a vital member of the UGM management team.  This is a ministry position that requires a unique blend of management skill and ministry aptitude.  UGM is first and foremost a gospel focused ministry.  The person who serves in this role will have a mature and growing relationship with Jesus Christ and will be called by God to help shape and contribute to the growth and development of the spiritual life and well-being of the organization.  In addition, this individual will be responsible for overseeing and leading four key areas of the ministry; Finance, Social Enterprise, Human Resources and Facilities.

The ministry of UGM is guided by three core values. We are Christ Centered, Guest Focused and Community Connected.  The Chief Administrative Officer, is responsible for nurturing a culture of unity and service through demonstrating sound leadership and spiritual obedience to the Lord.  

Key Responsibilities

Finance
· Oversee and direct accounting and gift processing
· Oversee all financial operations including budgeting, forecasting, accounting, and financial reporting
· Ensure strong internal controls, compliance and audit-readiness.
· Provides strategic oversight of donor data systems and stewardship programs.
· Oversees risk assessment, liability insurance portfolios and compliance frameworks to minimize exposure and support operational resilience.
· Serve as staff liaison to the Finance and audit committee.

Social Enterprise
· Oversees the Thrift store and donation center.
· Identifies and develops new social enterprise opportunities and expansions.
· Assists in development of vocational training programs.

Human Resources
· Oversees and supervises HR functions
· Manages hiring, compensation and benefits.
· Chairs the safety committee and oversees Worker’s Compensation program.
· Oversees necessary reporting for various agencies, as needed.




Facilities/maintenance
· Oversees facility maintenance and capital improvements.
· Supervises Information Technology (IT) functions, including systems security.
· Manages fleet operations, including maintenance.


Qualifications
Excellent interpersonal, communication and administrative skills.
Experience managing teams, departments or cross-functional initiatives.
Strong background in operations, finance and human resource management.
Pastoral or ministry experience.
Minimum of a bachelor’s degree in ministry or management.  
















Statement of Mission and Core Values

Union Gospel Mission of Salem was incorporated in 1953 as a church charged with the responsibility of reaching others for Christ.  Our mission statement calls us to, “Help men, women and children break free from homelessness through the transforming grace of Jesus Christ.”   As such, every position at UGM of Salem is an extension of this ministry and therefore a ministry of the Christian faith.  UGM only offers employment to those who have a clear testimony of personal faith in Jesus Christ.

MISSION STATEMENT
To help men, women, and children break free from homelessness through the transforming grace of Jesus Christ.  ‘Love the Lord your God with all your heart and with all your soul and with all your mind.’ This is the first and greatest commandment. And the second is like it: ‘Love your neighbor as yourself.” Matthew 22:37-39
VISION
Union Gospel Mission of Salem is a Christ centered ministry whose purpose is to share the gospel with all we serve and all who serve with us.  The gospel of Jesus is our only hope and living out that hope leads to transformational life change.  That’s why we say “Life Change Happens Here.”

CORE VALUES
Union Gospel Mission of Salem has three core values that define the center of our culture. These values serve as a guide for doing life together to the Lord’s glory.

CHRIST CENTERED
We are resolute in our commitment to the centrality of Jesus Christ and His gospel in everything we do.  In that commitment, every employee agrees to live out their faith to the glory of God, striving to be obedient to all that He has commanded and thereby bringing glory to the Lord.
In our ministry, we seek to share the love and grace of Jesus Christ with those in need by restoring dignity and hope to those we serve.  We do this by sharing the message of eternal salvation through Christ. We love God, love people, share the gospel, strive for excellence and actively contribute to building the Lord’s Kingdom. All to God’s Glory!  Jesus said to him, “I am the way, the truth, and the life.  No one comes to the father except through me.”  John 14:6

GUEST FOCUSED 
We believe God has called and commissioned us to be ministers of His love, grace, and mercy. We demonstrate that through radical hospitality, treating those we serve in a way that honors that calling. 
We reach out to hurting and vulnerable neighbors, meeting them where they are and making God visible through all of Union Gospel Mission of Salem’s comprehensive services and care, restoring dignity and hope to help our guests as they discover new life in Christ.  But whoever would be great among you must be your servant, 27 and whoever would be first among you must be your slave, 28 even as the Son of Man came not to be served but to serve, and to give his life as a ransom for many.”   Matthew 20:26-28



COMMUNITY CONNECTED
We are committed to strong connection and partnership with our community.
The concept of community in Christ is deeply rooted in the New Testament and is central to life at Union Gospel Mission of Salem. Community is a spiritual call to unity that transcends barriers, reflecting the body of Christ on earth.

We believe that it is only through community that we can love, reach, and help our hurting and homeless brothers and sisters with the gospel. Love is the defining characteristic of the Christian community and serves as a witness to the world of the transformative power of the Gospel 44 And all who believed were together and had all things in common. 45 And they were selling their possessions and belongings and distributing the proceeds to all, as any had need. 46 And day by day, attending the temple together and breaking bread in their homes, they received their food with glad and generous hearts, 47 praising God and having favor with all the people. And the Lord added to their number day by day those who were being saved. Acts 2:44-47

I acknowledge that I have read and understand the Mission, Vision, and Core Values of Union Gospel Mission. I affirm my commitment to support and uphold them through my conduct, decisions, and service, seeking to honor Jesus Christ in all aspects of my work.

Employee Signature:  _____________________________________ Date: ___________________________
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