FIRST PRESBYTERIAN CHURCH
Position Description

	Title: Ministry Assistant 
	Date: October 2021

	Departments: Mission, TIF, New Member Outreach
	Prepared By:   JE, WG, PH, MDP

	Regular:  40 hours per week
	Exempt/Non-Exempt:  Non-exempt


	SUMMARY:

	Provide administrative support for the Associate Pastor of Mission & Outreach, The Associate Pastor of Tulsa International Fellowship (TIF) and the Director of New Member Outreach.  Also support the Mission Committee and sub-committees, the TIF Leadership Team, the Outreach Committee and sub-committees, and other programs and ministries as needed.    

	


	ESSENTIAL FUNCTIONS:

	
	

	55%
	Administrative support for Mission related programs and ministries

	        20%

        20%
	Administrative support for Tulsa International Fellowship

Administrative support for Outreach and New Member efforts

	
	

	5%
	Other duties as assigned

	
	


	

	ACCOUNTABILITIES:

	· Provide administrative support for the the Associate Pastor of Mission and Outreach, the Associate Pastor of Tulsa International Fellowship (TIF), and the Director of New Member Outreach.  Assist with meeting planning and arrangements, preparing documents, travel arrangements, tracking expenses and receipts, filing, correspondence.   

	· Provide administrative support for Mission Committee and their various mission efforts:  Anderson Elementary (partner school), Benevolent Ministries, Works of HeArt, Gift Back, Friday Food Distribution with First Baptist North, Habitat for Humanity, and special offerings.
· Assist with coordinating volunteers and activities for FPC’s local mission endeavors such as the Afghan refugee ministry, Meet God in the Garden (John 3:16), Matson Cup golf tournament, and new projects that the 8:10 Project Council is funding. 
· Support FPC mission teams as they prepare for their Global or U.S. mission trips.

	· Work directly with the Tulsa International Fellowship leadership team on their special projects and various events throughout the year.  

	· Assist the Associate Pastor of TIF with setting up for worship each week.    

· Work with the Director of New Member Outreach to prepare materials for the new member inquiry classes and to make arrangements for outreach to visitors. 
· Support the Outreach Committee and Sub-Committees with efforts such as the January Series; Global Leadership Summit; Alpha; Discover Your Place; and outreach to downtown residents, 8:10 and Bernsen tenants, and business professionals.

	· Maintain rosters of committees and volunteers in ACS.  Schedule calendar events, assist with annual report. Submist communication details for bulletins, e-newsletter, social media posts, and other PR avenues. Keep website event posts and registration forms up to date.

	· Perform other duties as assigned. Work closely with other ministry assistants to provide coverage as needed for activities such as: coordinating memorial services, preparing bulletins, preparing large mailouts, assisting with congregational events. 

	

	INTERNAL/EXTERNAL RELATIONSHIPS

	· Internal coordination: reports to the Associate Pastor of Mission & Outreach; supports Associate Pastor of TIF, Director of New Member Outreach.  Attends Mission committee meetings, Outreach committee meetings, staff meetings. 

	· External coordination: with various local and international mission organizations such as Anderson Elementary School, LEI, Helping Hand Ministry, and Catholic Charities.

	


	QUALIFICATION STANDARDS:

	· High School Diploma required; associates degree or equivalent experience preferred.

	· Must have excellent Word and Excel skills and be proficient in other Microsoft Office applications (e.g., Outlook, Publisher, Powerpoint). 

	· Ability to: prioritize tasks, manage timelines, work independently, hold confidences, be a team player, and handle situations discreetly.  
· Strong verbal and written communication skills

	· Ability to work well with members and outside groups in a professional manner.
· Thorough knowledge and understanding of the Bible and the ability to relate the Gospel of Jesus Christ to others.

	


STATEMENT OF UNDERSTANDING

I have received, read and understand the general requirements of my job.

	
	
	

	Signature of Employee            Date
	
	Signature of Manager             Date
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