Administrative Director

Description: To help oversee various key areas for Summit. There are three main roles for this position.
Lead Service Coordinator
The role of the Service Coordinator is to be an overseer of the service to ensure that it is running on schedule and all the elements are working together harmoniously.  It is important for the Service Coordinator to follow up with all areas to keep the service on track and run flawlessly as we strive toward delivering excellence in everything we do.  Also offer additional assistance where needed.  In this role you will communicate weekly with the service team, ensure service orders are finalized and sent out to the members by Wednesday each week, and execute the plan during Sunday service.  

The job duties include:
· Lead the service team meeting every Tuesday to go over the following month’s services. You are responsible to set up the meeting.
· Make sure a final copy of the service order is on planning center on Wednesday for the upcoming service.
· Come in on Sunday’s at 7:30am when coordinating.
· Check in with all areas to ensure setup is going smoothly.
· Ensure all areas are ready to go (i.e. sound, media, worship, décor, hospitality, creative elements, etc.)
· Meet with the entire service team on Sunday and go over the order of service to prep everyone. 
· Manage the service to ensure all elements, cues, sound, and media are monitored closely to keep everyone on schedule.
· Be personable and team player
· Keep the values and mission of the church in mind in everything you say and do as you interact and execute the service schedule to bring honor and glory to God.
· Develop a team of service coordinators.
· The Service Coordinator reports directly to the Creative Arts Director and Lead Pastor.
· Oversee the scheduling of our service coordinators through Planning Center.

Event and Admin:
· Develop a team to answer phones and help Summit come up with an answering system.
· Respond to emails and communicate prayer requests
· Maintain planning center and people information.
· Update, maintain and build website.
· Manage Team Summit needs online.
· Develop a team to manage cafe and info center volunteers.
· Order supplies for church and cafe
· Social Media and promotions
· Graphics for social media and some print projects
· Develop a team to manage and maintain church calendar and building usage
· Help with other church communications as needed.
· Help oversee church events this would include all ladies events, community events and events attended by the church as a whole. Coordinate with lead staff person for the event and staff. Your role is to bring support needed to make the event successful. That support might vary based on the area and event.
· Continue to help Matt with the worship team.

Hours:




