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Christ Journey Job Description

Job Title:  Campus Pastor Ministry Assistant
Position Role:  Provides administrative support for the Campus Pastor towards the accomplishment of campus ministry plans.
Level:  5  PT
Schedule:   Sun, 
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Supervised by:  Campus Pastor
Supervises by:  Ministry Services Volunteer Teams

[image: image2]Spiritual Gifts:  Administration
Core Competencies:  General clerical skills, strong written and verbal skills, multi-taking and project management; detail oriented, data entry, working in team, prepare and review materials for meetings and budget.

[image: image3]Intended Outcomes:  

(Three Only)

1.  Provides high quality administrative support for the Campus Pastor.
2. Manages the Campus Pastor ministry plans/projects.
3. Lead in building campus ministry services teams i.e. logistics, registration etc.
Tasks and Responsibilities:  
· Performs campus clerical functions:  scheduling, correspondence, answering phones, preparing reports and budget.
· Works with campus pastor tracking metrics inputting such. And presenting statistical reports.
· Prepares campus meeting notes and central reports.
· Works in the development of campus ministry plans goals and key activities.
· Inputs data on membership, group involvement and baptisms.
· Coordinates campus and central projects on Smartsheet i.e. Leader Rally, Easter,
· Screens all new employee checklists.
· Manages the volunteer pipeline for the campus.
· Works with the campus pastor in identifying ministry services team leaders.
· Assists in scheduling ministry services volunteers for the weekend.
· Manages the receipts and disbursements of campus funds.
· Works to order and distribute campus supplies to the appropriate team or staff.
· Other task as assigned by the campus pastor.
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Education:  
AA in Business Administration or equivalent preferred.
Experience:
Prior administrative assistant experience (2 years).

A combination of education and experience will be taken into consideration.

Bilingual a plus.

[image: image5]Computer Literacy: Microsoft Office, Mac Platforms (Keynote, Pages).  Must have the ability to learn F1 data management.
Note:  All Ministry Service positions must be screened to demonstrate abilities.
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