Our Church

Care Coordinator Job Description

Qualifications:

1. Degree or its equivalence in a related field or willingness to pursue such.

2. Experience in ministry giving evidence of an ability to organize, lead, encourage, motivate and work with others.

3. Possess excellent relational skills for connecting with people and working with fellow staff members and volunteer leaders.

4. A desire and willingness to be/become a member of Our Church.

Mandate:  The Care and Connections Coordinator is accountable to the Senior Pastor for guiding and equipping members to develop and live in relationships of mutual care and connections. This position will serve as an ex officio member of Shepherd Elders and Service Deacons.
Responsibilities:

Mutual Care — members caring for one another in the love of Christ

1. Partner with elders, deacons, and other leaders in encouraging members to be active in relationships of mutual care and support (e.g., GLUE Team, Meal Ministry, Small groups, etc.).

2. Coordinate and assist the deacons and elders in their ministries of mutual care for members (e.g., family visitation, benevolence, Christian Education support, etc.). 

3. Provide administrative assistance to the pastors for baptisms, weddings and funerals, prayer line, and membership records.

Member Connections – members connecting with each other in the church  

1. Partner with elders, deacons and other leaders to ensure that our members actively develop welcoming and enfolding relationships with our guests and new members.

2. Activate, encourage and support members in the “First Impressions” ministries of the church (reception center, greeters, coffee, traffic, welcoming, mailboxes)

3. Partner with the member involvement team to encourage all members to know and use their gifts for ministry.

4. Encourage, train, and oversee a team of members who use their gifts to assist their fellow members and staff in clerical work, administrative assistance, and receptionist duties.

Fellowship – members enjoying and encouraging one another in the church

1. Partner with the deacons, elders and other leaders in encouraging members to be active in relationships of fellowship with one another.

2. Serve as resource person for and work with all those involved in leadership of fun and fellowship groups.

3. Partner with the congregational life team to develop and sustain church-wide and multi-generational opportunities for members to enjoy and celebrate the Christian bond that we have with one another in Christ.

