
1 of 4 

 

Job Description 

POSITION SUMMARY 

Community Christian Church is a vibrant and growing church called to impact our world with the love 
and message of Jesus Christ. Applicants must be committed followers of Jesus Christ, possess a heart for 
ministry, desire to see God’s kingdom advance, and be willing to make Community Christian Church 
their church home, where they regularly worship and serve. 

The 25 hours Part-Time Connections, Outreach & Missions Administrative Assistant provides 
administrative, organizational, and logistical support to the Connections, Outreach & Missions Director. 
This role supports the church’s Connections pathway, community outreach efforts, mission initiatives, 
volunteer coordination, and ministry events by ensuring effective communication, accurate records, and 
smooth operational execution. 

The successful candidate will be highly organized, detail-oriented, relational, dependable, and capable of 
managing multiple projects and deadlines in a ministry environment. 

ESSENTIAL RESPONSIBILITIES 

Connections Ministry Support 

● Provide administrative and logistical support for Starting Point, Discovering Community, and 
other connections-related events. 

● Coordinate registrations, participant communications, attendance tracking, materials preparation, 
room setup, and follow-up activities. 

● Maintain accurate participant, volunteer, and event records in Church Community Builder (CCB). 
● Assist in tracking individuals through the church’s Connections pathway. 
● Prepare reports, correspondence, name tags, handouts, registration lists, and other event materials. 
● Coordinate volunteer scheduling and communication for Connections events. 
● Assist with ordering, organizing, and preparing supplies for ministry events. 
● Provide support for approximately six Starting Point sessions and six Discovering Community 

sessions annually. 

Outreach & Missions Support 

● Provide administrative and logistical support for community outreach projects, partnerships, 
service opportunities, and mission initiatives. 

● Serve as a communication liaison with volunteers, ministry partners, nonprofit organizations, 
schools, vendors, and mission participants. 

● Maintain accurate records related to registrations, volunteer assignments, attendance, waivers, 
participant documentation, and follow-up activities. 
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● Assist with volunteer recruitment, scheduling, communication, and event preparation. 
● Coordinate registrations, payments, deadlines, applications, waivers, passports, visas, and other 

required documentation for mission trips and outreach opportunities. 
● Prepare project materials, meeting materials, presentations, promotional resources, volunteer 

instructions, and participant communications. 
● Assist with planning and execution of outreach events, mission meetings, training sessions, 

service projects, and mission trips. 
● Maintain financial worksheets and prepare purchase requests, check requests, expense reports, 

and supporting documentation related to approved ministry activities. 

Outreach and missions initiatives may include service projects, community partnerships, child 
sponsorship programs, seasonal drives, foster care support, homeless and senior ministries, mission trips, 
and other approved local and global outreach opportunities. 

Administrative & Project Support 

● Maintain ministry records, procedures, process documentation, schedules, project timelines, and 
action plans. 

● Use CCB and other approved systems to manage registrations, volunteer schedules, attendance, 
payments, guest information, and follow-up communications. 

● Prepare reports, spreadsheets, presentations, and other ministry-related materials. 
● Monitor project deadlines and communicate progress, needs, and concerns to the Director. 
● Collaborate with Communications, Finance, Facilities, and other ministry departments to support 

events and initiatives. 
● Maintain accurate electronic and paper files. 
● Assist with the reconciliation of Financials including department budgets and events Financial 

Worksheets. 
● Perform other ministry-related duties as assigned by the Director. 

VOLUNTEER COORDINATION 

● Assist with recruiting, scheduling, and communicating with volunteers for Connections, 
Outreach, Missions, and special events. 

● Communicate assignments, schedules, expectations, and event details. 
● Prepare volunteer rosters, check-in materials, and supporting resources. 
● Help ensure volunteers receive the information and tools needed to serve effectively. 
● Foster positive and encouraging relationships with ministry volunteers. 

WORK HOURS 

This position is regularly scheduled for approximately 25 hours per week. 

The work schedule may vary based on ministry needs and will occasionally require evenings and 
weekends for events, classes, outreach projects, mission activities, and special ministry events. Additional 
hours must be approved in advance and comply with church policies and applicable wage-and-hour 
requirements. 
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PERSONAL QUALITIES 

The successful candidate should demonstrate: 

● A mature and growing relationship with Jesus Christ. 
● A heart for people, ministry, outreach, and missions. 
● A positive, service-oriented attitude. 
● Dependability, initiative, and strong follow-through. 
● Excellent organizational and time-management skills. 
● Ability to manage multiple priorities and deadlines. 
● Flexibility and a solutions-oriented approach. 
● Professionalism and discretion when handling confidential information. 
● Strong interpersonal skills and the ability to work effectively with staff, volunteers, and ministry 

partners. 

REQUIRED SKILLS AND COMPETENCIES 

● Proficiency in Microsoft Office and Google Workspace. 
● Experience with Church Community Builder (CCB) or similar database systems preferred. 
● Strong verbal and written communication skills. 
● Excellent attention to detail and organizational ability. 
● Ability to manage registrations, records, payments, documentation, and project timelines. 
● Ability to prepare reports, spreadsheets, presentations, and other administrative materials. 
● Ability to learn new systems and software quickly. 
● Ability to work independently while maintaining regular communication with the Director. 
● Strong problem-solving and project-coordination skills. 

EDUCATION AND EXPERIENCE 

● High school diploma or GED required. 
● Bachelor’s degree preferred. 
● Three to five years of administrative, ministry, nonprofit, outreach, event planning, project 

coordination, or related experience preferred. 
● Equivalent experience may be considered in place of a college degree. 

PHYSICAL REQUIREMENTS 

● Ability to lift and carry materials weighing up to 30 pounds. 
● Ability to climb stairs and move between church facilities. 
● Ability to assist with event setup, supply organization, and ministry support activities. 
● Ability to work occasional evenings and weekends. 
● Reliable attendance and punctuality. 

EMPLOYMENT AT WILL 

All employees of Community Christian Church are employed at will. Accordingly, employees are free to 
resign at any time, with or without reason or notice. Community Christian Church likewise retains the 
right to terminate employment at any time, with or without reason or notice, subject to applicable law. 
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Nothing contained in this job description, the Employee Handbook, or any other document provided to an 
employee is intended to be, nor should it be construed as, a guarantee of employment or continued 
benefits for any specific period. 

Any salary or compensation figures stated in annual or monthly terms are provided for convenience and 
comparison purposes only. They do not create an employment contract for any specific period. 

No manager, supervisor, or employee of Community Christian Church has the authority to enter into an 
employment agreement for a specified period or to alter the at-will employment relationship unless such 
an agreement is expressly authorized and provided in writing by the church. 

ACKNOWLEDGMENT 

I acknowledge that I have received and reviewed a copy of this job description. I understand that this job 
description supersedes prior verbal or written descriptions of the position. 

I understand that I am expected to perform the responsibilities outlined in this document and to speak 
with my immediate supervisor if I have questions regarding my duties or performance expectations. 

I understand that this job description is intended to describe the general nature and level of work 
performed in this position. It is not intended to be an exhaustive list of every responsibility, duty, or skill 
that may be required. I may be assigned other tasks that are reasonably related to Connections, Outreach, 
Missions, and the overall ministry of Community Christian Church. 

All Community Christian Church staff members are required to agree with and support the church’s 
vision, values, and Statement of Faith and to comply with the employment guidelines contained in the 
Employee Handbook. 

Those who serve the Lord through employment at Community Christian Church are expected to maintain 
a high biblical standard of personal conduct and lifestyle, both publicly and privately. 

Employee Signature: __________________________________ 

Date: ______________________ 

Supervisor Signature: _________________________________ 

Date: ______________________ 

 
 


