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FIRST UNITED PRESBYTERIAN CHURCH 

MEMBER CONNECTIONS ROLLS & VISITORS 

COORDINATOR 
MINISTRY DESCRIPTION 

 

 “We have gifts that differ according to the grace given to us: prophecy, in 

proportion to faith; ministry, in ministering; the teacher, in teaching; the exhorter, in 

exhortation; the giver, in generosity; the leader, in diligence; the compassionate, in 

cheerfulness.”  

Romans 12:6-8 
 
Objective: You will help FUPC to glorify God through Nurturing Fellowship and Faithful Service 

by maintaining accurate records of active, inactive, and new members; assisting the office staff 

to maintain accurate rolls and produce accurate reports; sending and tracking “Missing You” 

cards; and keeping track of new visitors.   

 

Result #1: Keep Member Connections apprised of any issues related to your area of 

responsibility (attendance at monthly meetings is not required).  

 

Result #2: Obtain accurate information regarding death or departure of members; monitor 

weekly visitor reports; track induction of new members; ensure ACS contains accurate data; help 

office staff produce accurate periodic reports.  

 

Result #3: Each month, obtain a list of the total church membership and obtain any missing 

information (birth date, marital status, phone numbers, etc.); ensure changes from the previous 

month have been incorporated.  

 

Result #4: Contact current members who regularly attend worship but have not been in 

attendance for 3 weeks: make calls and/or send out “Missing You” cards as required; make follow 

up contact as deemed necessary; share information with committee, Pastor, Associate Pastor, or 

deacons as appropriate to the individual’s circumstances.  

 

Team Composition (number):    1 

 

Time Commitment:    Approximately 2 hours or as required to complete tasks  

 

Special Talents and Skills Preferred:   Time management, Organization, People skills, Written and 

Verbal communication skills, Attention to Details 

 

Spiritual Gifts:   Administration, Service, Helper, Evangelism  

 

Support and Accountability:  Member Connections chairperson, team members, office staff, Pastor, 

Associate Pastor 

 

Resources and Training provided: Previous coordinator, Member Connections Chairperson, office staff, 

Pastor, Associate Pastor 

 

Requirement: None 

 

Thank you for considering this important ministry.  

 

 

     

 


