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OUTREACH AND EVENT COORDINATOR
[bookmark: _Hlk91152770]Accountable to: Lead Pastor
· Serves on a yearly basis at the recommendation of the Lead Pastor.
Direct Report: Outreach Pastor
· Is a member of the Outreach Ministries Team.
· Receives a bi-yearly review with the Outreach and Executive Pastor.
· Receives ongoing coaching from the Outreach Pastor.
Status: Part-time (20 hrs: 12-outreach/5-events/3-floating)

[bookmark: _Hlk90475123]Purpose
Provides administrative support to the Outreach Team through the organization and coordination of projects and creative requests.  Coordinates, organizes and facilitates the execution of events and special Church emphasis’ throughout the year.

[bookmark: _Hlk90890100][bookmark: _Hlk90475169]Overall Staff Expectations
· [bookmark: _Hlk90889397][bookmark: _Hlk90887823]It is expected that the employee will be a regular part of the community of All Shores.  There is an understanding on the employee’s part that they be invested in All Shores spiritually, relationally, emotionally, physically, and financially, which includes involvement in the lives of people and ministries of All Shores.  The desire would be for the employee to be in process of pursuing or transferring church membership if they are not a member already. 
· Continually seeks to help fulfill the stated mission, vision and core values of All Shores and the staff.
· Is a regular part of staff meetings, staff chapels and strategic planning sessions as agreed upon.
· Maintains regularly scheduled hours as agreed upon with the Outreach Pastor.
· Performs other duties as requested by the Lead Pastor or Executive Pastor.

Key Attributes
0. [bookmark: _Hlk90887890]Clear testimony of faith in Jesus Christ.
0. A primary expectation is to serve as an “equipper” and to coach to others, demonstrating leadership gifts, qualities, and abilities.
0. The passion to work hard (commitment to excellence and personal responsibility) as well as to play hard.
0. Has regular rhythms and goals to stay healthy in personal life.
0. Heart for personal spiritual growth (abiding) and evangelism (conversion culture).
0. Works well in a collaborative/team driven environment-departmentally and staff wide.
0. Ability to work in a fast-paced environment with composure, professionalism, and flexibility.

Gifts and Traits expected for this specific role 
· [bookmark: _Hlk90887969]Organized, creative, and innovative in ministry and work approach.
· Can manage teams and various congregational members in an effective and efficient way.
· Relational, outgoing, and can build and extend trust with others.
· Comfortable with meeting new people and praying with others.
· Preferred: experience in working in outreach environments and in volunteer recruitment and development.
· Ability to pastor people while building meaningful relationships of care; discipling and development.
· Lead by serving others, delegating well, and exhibiting a strong sense of team.
· Ability to identify, organize, plan and execute events well.
· Collaboration, communication and coordination are key to the success of this position.
· Manage calendars and planning systems well.
[bookmark: _Hlk90473895]
Responsibilities
OUTREACH DEPARTMENT:
· Utilize systems to organize or streamline processes for ministry we are focusing on (using spreadsheets, binders, google docs, etc depending on the situation).
· Field needs of specific calls/emails and give direction and forward others accordingly to Outreach Pastors and follow up as needed.
· Reconcile department credit card statements (submitting FRF’s) & create and distribute Prayer Cards.
· Schedule Outreach events through strategic calendar and facilities department.
· Work with Communications staff on social media and Outreach newsletter.
LOCAL:
· Lend support to the GO Serve program, including working with volunteers.  Tasks include ordering, stocking, itemizing, and pickup of resources.
· Assist with scheduling, recruiting, communication, promotion, background checks for local outreach ministries.
· Resourcing key volunteers.
· Lend support to the Kids Hope USA program, including director training, communication with schools, and working with volunteers.  
· Assist with managing and implementing benevolent support.
GLOBAL:
· Assist in handling the details of various outreach trips based on the trips specific needs.
· Set up Managed Missions pages for trips and communicate and work with finance team on finance needs.
· Receive and record necessary paperwork for team members to attend trip (follow up as necessary).
· Work with travel agency as needed on trip costs and planning.
· Assist with specific outreach events (IE: Heart for the World, Global 6K, Foster Fun Night, etc) to include:
· Planning/scheduling/reservations for designated events and obtain catering and supplies, if needed.
· Recruit and communicate with volunteers and appropriate staff leading into the event.
· Promotion (announcements, emails, mailings, web, Sunday morning word of mouth, etc).
· Plan and facilitate set up/decorate as necessary and tear down/clean up.
· Oversee events to ensure success-including follow up and thank you cards as necessary.
· Oversee outreach ministries events team.
BAPTISMS:
· Assist in planning and record keeping of the baptism process/event.
· T-shirts, certificates, gifts and any service details as needed (tech, pictures, etc)
· Plan and organize the details of our yearly outdoor baptism service.

ALL CHURCH EVENT COORDINATION:
· Identify, lead, and direct upcoming events and special emphasis in a manner that caused them to be well executed.
· Emphasis will be on helping to build anticipation and connection to various identified events.
· Coordinate events in a way that feeds our guide into the family emphasis (connecting).
· Work with the communications director to coordinate promotion to build awareness and recruit.
· Identify, develop, resource and facilitate needed teams to pull off various events/emphases.
· Coordinate with appropriate staff the details of each event.
· Develop, track and manage registration for events and organize food as necessary.
· Coordinate any decorations needed and assist in setting up the events/emphases.
· Attend events as needed and agreed upon (part of the paid hours) to ensure a well-executed event.
· Cover any logistics and details of events as needed.
· Work with the Executive Administrative Partner in pulling off staff specific events and staff retreats.
· Attend Full staff strategic planning days and manage and populate the strategic calendar.
Samples of events would include (and not limited to): Kick off Sunday, Core nights, FallFest events, Advent, Marriage Events, Christmas Services, Volunteer appreciation, United services, women’s and men’s events, 21 days, Football Sunday, Lent, Ash Wednesday, Good Friday, Mothers and Father’s day, Leadership Sunday & GLS, sermon series outplays/special emphasis’, etc

IF YOU HAVE INTEREST IN THIS ROLE, PLEASE EMAIL THAD @ thad.spring@allshores.org
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TOGETHER. BECAUSE LIFE IS MESSY.




