
Careers-Recruitment Communication 3-24-2022 
Grace-St. Luke’s Episcopal Church, Memphis (TN) 

Position Open for Applications 
 

Description Updated: March 24, 2022 

Grace-St. Luke’s Episcopal Church - Memphis, Tennessee 
Staff Position: Director of Operations and Finance 
Reports to: The Rector  
Classification: Full-time (40 hours/week) 
Position Available: April 1, 2022 
 
Role: Support the Rector (Senior Pastor) and clergy-staff team by serving as the principal business 
manager responsible for overall administration of operations and finance: handle financials (church 
accounting, payroll processing, invoicing, reconciliations, reporting, endowment/investment funds 
knowledge); collaborate with volunteer treasurer, finance and endowment committee chairs; human 
resources (compensation, policies, new hires); facilities management oversight and supervision of 
staff and vendors (buildings and grounds, custodial, and maintenance services); and primary non-
clergy liaison to Grace-St. Luke’s School (shared campus, independent preschool–8th grade). 
 
Requirements: post-secondary education; minimum five years of office experience in medium-to-
large institution bookkeeping (accounting degree preferred but not required), payroll administration, 
finance and operations management; proficiency in donor/member contributions software (ACS, 
Realm, Excel and database management experience preferred); personnel management experience; 
effective customer service, interpersonal, written, and verbal communication skills; first-rate time 
and obligation management skills with minimal guidance in a fast-paced work environment; 
organized and meticulous; working for a church, religious institution, or non-profit beneficial. 
 
Position Available: April 1. Send cover letter and resume to the Rev. Ollie V. Rencher, rector, at 
orencher@gracestlukes.org. Compensation: competitive salary plus benefits (insurance, pension). 
 
Established in 1940 as a merger of two congregations, Grace-St. Luke’s Episcopal Church is 
a vibrant community of more than 500 households in Midtown Memphis. Parish life includes 
rich worship experiences, education/formation programs for children, youth, and adults, fellowship 
offerings, outreach and social justice initiatives, and community engagement partnerships with social 
service agencies, excellent music program, and independent Grace-St. Luke’s School. Our Vision is 
to be a thriving community of hope, belonging, and healing through worship, parish life, and service, 
and who rejoices in the love of Jesus to transform the world. 
 


