Ministry Support Coordinator
Job Description
Reports to: Pastor Jonathan Homesley  ·  20–25 hours per week

Purpose of the Role
The Ministry Support Coordinator exists to serve the church by keeping essential systems running smoothly and by providing a calm, helpful first point of contact for many day-to-day needs. This role protects the time of the pastor and elders so they can stay focused on spiritual leadership and people, while ensuring that requests, information, and follow-through do not fall through the cracks. The posture of this position is simple and clear: “I’m just here to help anyone who needs it.”
Primary Responsibilities
A. Systems & Weekly Administration
Execute the church’s regular administrative rhythm through Planning Center so that information stays accurate, communications stay clear, and the congregation is well-served. Core areas include:
•  Services — Weekend service review, bulletin preparation and printing, announcements, etc.
•  People — Manage the Connections email inbox as the primary intake point; process welcome cards, initiate guest follow up, and maintain accurate People records.
•  Calendar — Make calendar additions, removals, and edits; review featured events; generate linked registrations; and assist with monthly calendar distribution and related communications.
•  Groups — Respond to community group inquiries, create and edit groups, and update membership as needed.
•  Registrations — Serve ministry leaders by creating and promoting event registrations and send confirmations and reminders.
•  Publishing & Communications — Support Church Center and Clearstream (mass texting) functionality, share relevant registrations and information, and help keep digital content accurate and helpful.
•  General Support — Monitor basic office supplies and provide light operational help as needs arise.
B. Support, Routing & Problem-Solving
Serve as a helpful first layer of support so that the pastor and elders are not the automatic middleman for every need. This includes:
•  Receiving a wide variety of requests, questions, and needs with a servant posture.
•  Routing people and information to the correct elder or ministry leader (for example, Children’s Ministry questions to Elder Randy Warner, Youth Ministry questions to Elder Ricki Ingalls, etc.).
•  Researching simple solutions and proposing clear next steps before escalating.
•  Following up on loose ends so that important items do not get lost.
•  Providing administrative support for Children & Youth Ministry tasks (such as background checks and related forms). Ownership of volunteer scheduling is still being determined and may remain light or collaborative for the near term.
•  Helping protect the bandwidth of the pastor and elders during this season of transition so they can stay focused on people and spiritual leadership.
Character & Approach
This role succeeds more through posture than through position. The right person will be:
•  Genuinely eager to help — the default mindset is “How can I serve?” rather than “That’s not my job.”
•  Humble and low-drama, able to work quietly behind the scenes without needing recognition.
•  Clear and kind in communication, both in writing and in person.
•  Organized enough to keep track of many small moving pieces without becoming rigid.
•  Comfortable with incomplete information and able to ask good clarifying questions.
•  Discreet and trustworthy with sensitive information about people and the church.
Practical Details
•  Hours: Approximately 20–25 hours per week (specific schedule to be arranged with the pastor).
•  Reports to: Pastor Jonathan Homesley.
•  Works collaboratively with the elders and key volunteer leaders across the church.
•  This is a support role designed to strengthen the whole body, not to create another bottleneck.
This role is intentionally designed for a season of transition. The right person will help the church move forward with less friction and more care, so that pastors, elders, and volunteer leaders can stay focused on the people God has entrusted to us.
