MINISTRY ASSISTANT

SYSTEMS COORDINATOR


JOB DESCRIPTION


JOB SUMMARY

The Systems Coordinator will be responsible for maintaining of the data entry functions which will include input of mailing lists, data base, spiritual gifts, membership, and other data and system functions upkeep as directed.  To keep all information current as to protect the integrity of the data system. 


DUTIES AND RESPONSIBILITIES

1.
To function as the main data entry person for all departments.

2.
To maintain and keep current the data base for the church which includes all church mailing lists, membership, Sunday School rosters, specialized mailing lists, spiritual gifts, membership involvement (including where), others as directed, and as stated below.


• All Church Mailing List is to be updated weekly with the addition of new names, deletions or corrections, and/or as directed.  Printing and distributing all church directories as needed.


• Sunday School Rosters are to be maintained and updated monthly.  This will include a physical inspection of the rosters along with coordinating with the Christian Education Director, Youth, and Children's Pastors as necessary.  This is to be completed by the first Sunday of each month.


• To develop and oversee Specialized Mailing Lists for various ministries of the church.  This would include Mom to Mom, Choir (orchestra, ensembles, and technical team), Nursery, Women's Ministry, Special Event Mailings, and other lists as needed.


• Spiritual Gifts - data is to be assimilated and maintained as to assist and fill the various personnel ministry needs.  This will include the mailing and assimilation of the spiritual gifts inventory, entering their top three gifts into the data system, and listing the areas of ministry in which they are actively involved. 

3.
Track the Sunday Worship, Sunday School, and Small Group attendance and alert pastors of any irregularity of one's attendance.

4.
To ensure that data is entered in the system as scheduled.

5. To serve as Accounts Receivable Coordinator for the church.  This includes all mid-week monies received in the church office. To serve as back up for contribution entry.
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6.
Enter attendance, run reports, send out letters and postcards to absentees.

7. Oversee volunteers who enter weekly data into Shelby.

8. Generate tracking reports and procedures necessary to maximize retention of visitors, closing the back door, and necessary information for making sound decisions.

9. Generate tracking reports and procedures necessary to involve every attendee in a small group.

10. Send Pastoral Visitation letters to all Sunday A.M. visitors each Monday (in town/out of town).
11. Systems

-Manage and maintain network infrastructure.  Coordinate with outside vendors as necessary.

-Manage computer maintenance; keep management updated on computer needs.

-Provide computer/database program training as needed (in conjunction with Ministry Assistant to the Director of Finance/Administration).

-Install periodic updates by the software manufacturer.

ANSWERABLE TO WHOM

Director of Finance/Administration


OTHER

An extremely important aspect of this position is the spiritual character and integrity of the individual who fills it.  He/she shall be a team player, possess spiritual sensitivity, maintain a good positive attitude, and exhibit these qualities in everyday life.  
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