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Events Setup
Part-time, Hourly Position

Department: 704-80-01

This position is responsible for facilitating pre and post events for the assigned campus facility. This position reports to the Director of Facility Operations in Boynton Beach.


Requirements
· Must be flexible to needs of departments as ministry grows.

· A high school diploma or equivalent.

· Requires knowledge of cleaning products and safety.

· Must be able to physically lift 40 lbs. or more.

· Must be able to stand for long periods of time and be able to bend, stoop, carry, and reach.

· Must have essential physical and mental capabilities in the following areas: Interpersonal skills, memory, attention to detail, ability to follow directions, comprehension, calculating, reading, writing, speaking, evaluating, mathematics, organizing and innovation.

· Must be able to work outdoors to complete some cleaning tasks.

· Must be pleasant and service-oriented with members, visitors, and staff.

Responsibilities
· Lead and develop volunteer teams to help meet the high demand of ministry needs at Christ Fellowship.

· Keep records of events, create diagrams for events.

· Setup and tear-down of facilities for services, meetings, classrooms, conferences, events, etc. on and off campus.
· Move furniture, equipment, supplies and tools on an incidental basis.

· Use and maintain assigned power equipment and hand tools for the cleaning and general maintenance of floors, walls, carpets, furniture, etc.

· Oversee events to assure rooms are properly prepared.
· Replace light bulbs, change temperature, etc.
· Wash walls and equipment; use ladders when required in work assignments. 
· Clean and dust furniture; sweep, mop or vacuum floors.
· Due to diverse ministry events, schedules will change set by the Director of Facilities.
· Empty/clean wastebaskets and trash containers. 
· Lock and unlock assigned buildings; secure building when facilities are not in use, checking for unlocked doors and windows, report any unauthorized occupants, turn off lights.

· Follow instructions regarding the use of chemicals and supplies.

· Attend to emergencies when necessary.

· Attend related meetings.

· Take classes as required in cleaning methods and techniques and new products.

· Care for the facilities volunteers through taking time to stop, to listen and pray.

· Provide training and resources and supplies for teams and captains.

· Empower team leaders to lead their teams and own responsibilities for transition.
· Assist with inventory control and security.

· Support and enforce all policies of Christ Fellowship such as OSHA rules, church health and safety regulations and guidelines, etc.

· Enforce and support policies established by the Director of Facility Operations.

· Other duties as assigned.

 
I’ve read and I understand the duties and responsibilities of this position.
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