
Office Manager - Maternity Leave Replacement 
 
Bais Abraham Congregation is seeking a short term (maternity leave replacement) part-time Office Manager, 
who will be responsible for overseeing the day-to-day management and operations of the synagogue. 
Approximate start date will be September 6, 2022 and the position will continue through the end of 2022. 
 
Responsibilities include: 

 Managing financial and accounting systems (including accounts payable and receivable, submitting 
payroll, and billing) 

 Processing donations, ensuring checks are deposited and donations are recorded accurately in 
quickbooks and Shulcloud 

 Ensuring that thank you letters are printed and mailed to donors in a timely manner. 
 Maintaining the synagogue website and calendar with all current activities and programs. 
 Managing member and donor database. 
 Coordinating the logistics for programs, activities, and classes at the synagogue. 
 Overseeing and coordinating the physical maintenance, administration, and orderliness of building  
 Responding to emails and phone calls to synagogue 

 

The Candidate 
We are seeking an office manager to serve as a short-term maternity leave replacement.  This person should 
possess excellent written and oral communication skills, and should be detail oriented and able to multitask 
effectively. Due to the sensitive nature of some job responsibilities, discretion is essential. A familiarity with 
Orthodox Judaism and the larger St. Louis Jewish community is helpful but not essential. We are looking for 
someone friendly and well-organized to run the day-to-day operations of the synagogue. 
 
Required Qualifications 

 Detail oriented, highly organized with excellent time management skills 
 Proficient in MS Office/Google programs, Quickbooks, Mad Mimi email, Shulcloud (ideal but not 

required) 
 Excellent oral and written communication skills 

 
Hours and Compensation 
This position will average 20 hours per week, with training to start in early September 2022, and the position 
to start in mid-late October. Compensation will be between $25-30/hr., depending on experience. 
 
Supervision 
The Office Manager will report to the Rabbi, and work closely with volunteer lay-leaders. 
 
The Community 
Bais Abraham Congregation is a modern Orthodox community founded in 1894. Warm, diverse and vibrant, 
“Bais Abe” has long been defined by a culture of welcoming and embracing everyone who walks through the 
doors.  
 
Send resume and cover letter to jobs@baisabe.com. Questions may be directed to jobs@baisabe.com or 314-
721-3030. 
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