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U N  L U G A R  D E  N U E V O S  C O M I E N Z O S

MINISTRY COORDINATOR

V E R .  1 / 1 8 / 1 7

3 0 0  V O L U N T E E R  A D M I N I S T R AT I O N

POSITION TITLE:  Ministry Coordinator

JOB CLASS:  Coordinator

DEPARTMENT: 300

DIRECT SUPERVISION:  Director of 300, Administration board , Senior Pastor.

GENERAL STATEMENT:

SPECIFIC DUTIES:

• Support H igh For tress Church in administrative capacity by taking responsibi l i ty for a l l  administrative ministry functions .

• Manage a l l  Volunteers re lated to church services (greeters ,  welcome center,  park ing lot ,  ushers and deacons;

• Manage a l l  volunteer teams for weekend services and other ministry venues .

• Provide administrative support as needed .

• Recruit addit ional volunteers for fu l l  range of volunteer ministr ies .

REQUIRE SKILLS:

• Creative vis ion & Conf ident leadership

• Present facts in an organized manner

• Prof ic iency in meeting task deadl ines/timel ines

• Strong communication sk i l ls

• Ski l led at buf fer ing(screen , defend , protect ,  sh ie ld) interruptions

• Pr ior it ize t ime

• Recruit ing capable volunteers

• Administrative exper ience

• Events coordination exper ience

• Posit ive at t itude and posit ive approach to problem solving .

• Team Bui ld ing

• Organizational Ski l ls

KEY PERFORMANCE MEASUREMENT:

• Mainta in volunteer team calendars

• Work close ly with Deacons and Usher

• Clear communication with volunteers and leadership in areas of service , leadership teams , and every aspect of church ministry.

• Bui lds and tra ins volunteer teams

• Prompt response to cr it ica l needs

• Conf i rm status of upcoming events weekly

• Managing a l l  tracking and repor ting functions .

• Empowering volunteer leaders to serve .

Mult i -task posit ion involving fu l l  knowledge of a l l  min istr ies .  The posit ion wi l l  require both strong administrative sk i l ls and 

management sk i l ls .  The core responsibi l i t ies center on organizing and managing the volunteer teams as wel l  as connecting guests and 

new members to the ministr ies of H igh For tress Church . The posit ion wi l l  require the creation of a volunteer team that wi l l  serve in a l l 

scheduled services and events such as developing action plans and task coordination for volunteers . 




