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Campus Coordinator, Boynton Beach Campus
Full Time Exempt Position

Department: Boynton Beach
The Boynton Beach Campus Coordinator provides administrative and ministry coordination support to the Campus Pastor, provides oversight of FIT teams and volunteer involvement, and manages events, special projects and initiatives related to campus facilities and operations. This position reports to the Campus Pastor and has a matrix reporting relationship to the Associate Core Director of Hospitality and Logistics. 
Requirements

· Some college required, bachelor’s degree preferred.
· Must have a heart for ministry. 
· Must have strong general office and administrative experience, including excellent Microsoft Office skills. 
· Position requires leadership ability, creativity and innovation. 
· Must be able to relate well with staff, students, members and guests. 

· Must be a flexible and teachable team player.

· Must be able to relate well with congregation, staff, and volunteer teams

· Must be able to manage responsibilities by utilizing highly developed communication (written and verbal), project management and collaboration skills.

· Demonstrates the ability to perform high quality work with minimum supervision w/i assigned deadlines

· Demonstrates the ability to think strategically while staying focused on the accomplishment of current departmental priorities

· Able to handle confidential matters and material with excellence

Responsibilities

Fit Team Coordinator

· Develop teams for ushers, greeters, parking, and security that will serve on weekends and special events.

· Meet regularly with leaders of these ministries and serve them, giving them the communication and resources to be successful.
· Draft job descriptions and schedules for leaders and teams and communicate clearly to them the specifics of what we are asking of them.

Volunteer Development

· Explore new areas where people can serve in the Boynton Beach ministry.

· Be the connection to people who want to serve and help place them into a ministry.

Events

· Oversee all Boynton Beach-related events – organizing, communicating, implementing.

General

· Assist with budget planning.

· Help evaluate all ministries at Boynton Beach; assess what we are doing well and what we need to improve.

· Other duties as assigned

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