
Casual Office Support (Temporary Coverage Role) 
Position Type: Casual / Temporary (as needed)  

Compensation: $25 per hour  

Location: Hybrid (primarily remote with occasional on-site responsibilities) 

Position Summary 
The Casual Office Support role provides administrative and communications support to 
ensure the smooth operation of the church during periods when essential staff are on 
vacation or otherwise unavailable. This flexible, short-term role requires the ability to work 
independently, manage priorities, and maintain clear communication. While much of the 
work can be completed remotely, occasional on-site presence may be required for 
printing, coordination, or operational needs. 

Key Responsibilities 

Communications & Publications 

• Prepare and distribute Trinity News using Mailchimp 
• Create and format the Worship Service Bulletin 
• Manage and schedule social media posts 
• Respond to email inquiries professionally and promptly 
• Update website content as needed 
• Prepare and distribute livestream links 

Administrative Support 

• Provide printing support as required 
• Assist with rental and tenant management, including oversight, coordination, and 

basic discernment regarding bookings and use of space 

Work Schedule & Expectations 
• Flexible schedule 
• Ability to work both remotely and on-site as needed 
• Availability varies depending on staff vacation schedules and operational needs 
• Must accurately track and report hours to the Minister (Head of Staff) on a regular 

basis 

Qualifications 
• Strong organizational and time-management skills 



• Experience with Office 365 (Outlook, Word, Excel, Teams, SharePoint) 
• Experience with email platforms (e.g., Mailchimp), websites (Wix) and social media 

(Facebook,Instagram) 
• Ability to work independently with minimal supervision 
• Strong communication and interpersonal skills 
• Familiarity with church operations is an asset 

Employment Standards (Ontario ESA Considerations) 
• Compensation meets or exceeds Ontario minimum wage requirements 
• Flexible scheduling in compliance with ESA limits 
• Overtime pay applicable after 44 hours per week (not anticipated) 
• Public holidays provided per ESA guidelines 
• Vacation pay (minimum 4%) provided as required 
• Rest periods in compliance with ESA standards 
• ESA minimum notice or pay in lieu will apply where applicable 

Additional Notes 
Although much of this role can be carried out remotely, some onsite involvement with the 
community is expected.  

The successful candidate will be required to complete a Vulnerable Sector Check prior to 
beginning the position.  

This is not a permanent staff position, but a casual coverage role activated during staff 
absences. This posting reflects an existing temporary vacancy. 

 


