
High School Ministries Coordinator 
Job Description 

Department: Family Ministries 
Classification: PT Support Non-Exempt Staff (30 hours)

Reports to: Student Ministries Pastor 
Updated: March 2023 

PURPOSE 

To help people connect with Jesus by providing leadership coordination and support to High School Ministries. 

QUALIFICATIONS 
Corporate 

1. Testimony of faith in Jesus Christ as Savior and Lord
2. Has a maturing relationship with Christ and His church, and is reaching out to those who do not yet know

Him.
3. Unreserved commitment to the purpose, vision, and core values of Constance Free Church
4. Ability to abide by the policies, procedures, and practices of Constance Free Church
5. Can subscribe without mental reservation to the EFCA Statement of Faith
6. Effective communication skills: written, verbal and interpersonal
7. Derives satisfaction from serving as a team player in a collaborative environment

Position Specific 

1. Self-starter, reliable team player who will embrace and adapt to growth, change, innovation, and
creativity

2. Skills in or aptitude toward church management and communication applications, such as Planning
Center, Microsoft Office, and other administrative applications.

3. Demonstrated ability to relate with and assist guests
4. Demonstrated ability to cooperatively work with ministry staff and volunteers
5. Demonstrated ability to relate with high school students and their parents
6. Demonstrated ability to perform routine office functions
7. Strong attention to detail, complemented by excellent administrative aptitude & ability
8. Ability to use appropriate judgment with discretion, sensitivity, and confidentiality
9. Ability to assist in running programs, hosting events and, at times, speak on stage.

RESPONSIBILITIES 



 
(Estimate of Hours per Week Devoted to Each in Parenthesis) 

 
 
High School Ministries Administration (10 Hours) 

1. Communicate with parents, students and volunteers via email, phone, and mailings 
2. Ensure accurate and current database information for students and volunteers, including background 

checks, waiver forms, medical notes and contact information using our online database application. 
3. Create, edit, copy and appropriately distribute high school ministry printed materials 
4. Purchase and deliver ministry resources to staff and volunteers 
5. Provide administrative support to Prayer Partners, including but not limited to: supporting the registration 

and matching process, organizing hospitality and materials for events, scheduling prayer partner café 
volunteers, sending monthly prayer partner emails, and keeping the prayer partner email account. 

6. Perform other functions upon availability as requested. 
7. Attend and participate in staff training and events upon availability.  
8. Support current initiatives. 

 
Events, Trips and Retreats Coordination (10 Hours) 

1. Help plan, organize, and execute all ministry events, trips and retreats 
2. Schedule and update events and meetings, resolve conflicts over times and locations, and set up 

registration processes in our internal online Calendar application. 
3. Coordinate necessary transportation and accommodations for trips and retreats 
4. Coordinate the hospitality needs, including but not limited to: food, serving supplies and decorations 
5. Ensure the completion of all required releases, forms and payments before events, trips and retreats  

 
Elevate Coordination & Administrative Support (10 Hours) 

1. Coordinate the check-in and new student registration process 
2. Complete a guest follow up process for new students 
3. Maintain small group rosters, track attendance and update contact information using our online database 

applications. 
4. Assist in set up and tear down of high school spaces and materials 
5. Be available to answer administrative questions from students, parents and adult volunteers 
6. Be able to step in to execute various elements of Elevate (off and on stage), as needed.  
7. Assist in the leadership direction, vision and execution of the HSM Student Leadership team 

 

RELATIONSHIPS 
 

The HSM Coordinator will be directly responsible to the Student Ministries Pastor. The HSM Coordinator will, 
at times, work with the MSM Administrative Assistant and MSM Pastor, while maintaining a majority focus 
on the High School ministry, HSM teams and HSM volunteers. 
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