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MINISTRY ASSISTANT TO CONNECTIONS, OUTREACH & GROWTH 
TRACK DEPT. – JOB DESCRIPTION 
Classification: Full Time - Non-Exempt 
Reports To: Director of Connections, Outreach & Growth Track Dept 
 
JOB DESCRIPTION 
This administrator is responsible for direct support Director of Connections, Outreach & Growth 
Track Dept. This ministry assistant requires a high level of professionalism, excellent work ethic, 
well-organized, detail-oriented, discreet, flexible, and excel in communication while exhibiting 
warmth, friendliness, and enthusiasm. In addition to providing administrative support in all 
areas this person will administrate and support the following: Summit Life, Summit Groups, 
Water Baptisms, Outreach days, Volunteer Trainings/Meetings and other areas under this 
department. This person will serve as the first point of contact for all administrative duties for 
the department. 
 
RESPONSIBILITIES AND DUTIES 
Weekly support to the Growth Track Pastor to help administrate and support Summit Groups  
and ministries that take place each week.    

 Summit Groups and Growth Track Classes   
o Supports Summit Group Leaders  
o Maintain Groups and Calendar in Planning Center  
o Acquire weekly attendance and report to Growth Track Pastor  
o Purchase and dispense leader supplies and signage  
o Prepare on-campus rooms for groups and classes  
o Secure the building on group nights as necessary  

 Summit Life   
o Use and maintain checklists that includes and is not limited to:  

 Reserve location and plan set-up for Summit Life   
 Connect with volunteers and explain roles and timeline for the evening  
 On the day supervise Set-up, Volunteers and Tear –down   

o Communicate with registrants  
o Purchase all supplies and order printed materials  
o Maintain inventory of supplies and restock as necessary   
o Enter returned paperwork into Summit Life workflow  
o Track and follow up participant paperwork   
o Conduct follow-up calls for status updates  
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o Update personal information in church database   
 Water Baptism/Class   

o Work closely with volunteer leaders 
o Ensure coordination with facilities for baptism including water level and 

temperature  
o checks to ensure acceptable conditions  
o Track and communicate with registered participants   
o Prepare on-campus location for Water Baptism Class   
o Maintain baptism supplies and keep a well-stocked inventory  
o Ensure all towels and other supplies are returned cleaned and dry  
o Follow-up on those who were baptized and invite to Summit Life Class  

 Summit Volunteers, Outreaches and Corporate events  
o Book necessary rooms for Trainings, lunches and socials  
o Supply the necessary supplies for each Volunteer Team   
o Provide communication about church-wide events to Volunteer Team leaders  
o Provide support and administrate help for Serve Day, Outreaches and Corporate  
o events.   
o Provide Administrative support as needed to the Director of Connections, 

Outreach &  
o Growth Track Dept.   

 Other:  
o Submits all purchase orders and purchasing for entire department   
o Track all PO’s, receipts and orders on a weekly basis  
o Provide weekly coverage at the Summit Church reception  
o Other duties as assigned 

 
COMPETENCIES 

• High level of flexibility and always be ready to pivot   
• Able to respond to emergent or stressful situations in a calm and professional way  
• Will to ask for help and set agreed upon boundaries  
• Strong communicator (verbal and written)  
• Support and not fear change  
• Establish and maintain professional relationships with all ministries  
• Must be able to work on multiple tasks   
• Skilled time manager and the ability to prioritize  
• Self-starter and independent worker  
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• Skilled at anticipating needs of the ministry  
• Proactive and have initiative 

 
POSITION TYPE/EXPECTED WORK HOURS OF WORK 
Workdays are Sundays through Thursday. Days and hours can vary with events. Some evenings 
are required. 
 
SUPERVISORY RESPONSIBILITY 
This position has no supervisory responsibilities 
 
WORK ENVIRONMENT 
This job operates in a professional office environment. Regularly subject to noise at the level of 
a concert venue. Regularly subject to bright flashing lights at the level of a concert venue. 
 
PHYSICAL DEMANDS/REQUIREMENTS 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job.  

 Ability to ascend and descend staircases  
 Able to extend hands and arms to complete assigned tasks  
 Must be able to remain in a stationary (sitting or standing) position for an extended 

period of time  
 Must be able to push or pull objects and carts when needed  
 Must be able to move objects horizontally, from position-to-position  
 Express and exchange ideas by means of spoken word  
 Ability to receive detailed information through oral communication, and to make the 

discriminations In sound 
 Repeat movements and motions of the wrists, hands, and fingers  
 Specific vision abilities required by this job include close vision, distant vision, color 

vision, peripheral vision, depth perception and ability to adjust focus.  
 Required to have close visual acuity to perform an activity such as, but not limited to:  
 Viewing a computer screen  

o Reading written documents  
o Determining accuracy, neatness, and thoroughness of the work assigned or to 

make general observations of event structure and layout.  
 Regularly required to talk and hear  
 Subject to noise, there may be noise to cause the worker to shout in order to be heard 

above ambient noise level.  
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TRAVEL 
No travel is expected for this position 

 
REQUIRED EDUCATION AND EXPERIENCE 

• Must have a strong personal faith in Jesus Christ  
• 5-6 years of Administrative support and/or Event Management experience preferred 

but not  
• required  
• A High school diploma or GED  
• Knowledge of Microsoft Office (Word, Excel, PowerPoint) and Office 365  
• Familiarity with Planning Center or other church database preferred by not required  
• Excellent organizational/time management skills to include significant attention to detail 

 
ADDITIONAL ELIGIBILITY QUALIFICATIONS 
Must be eligible to work in the U.S. 
 
OTHER DUTIES 
Please note this job description is not designed to cover or contain a comprehensive listing of 
activities, duties or responsibilities that are required of the employee for this job. Duties, 
responsibilities and activities may change at any time with or without notice.  
 


