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Job Title:  Administrative and Communications Coordinator
Department:  Administration
FLSA Status: Non-exempt
Reports To:  Lead Pastor
Position Summary
The Administrative and Communications Coordinator provides high-level administrative support to the lead pastor and ministry leaders performing a variety of clerical duties and skilled tasks that may include coordinating and planning business operations, communications, events and schedules, reports, and research.

Essential Duties and Responsibilities

Administrative

1. Welcome visitors and guests into the office, guide and direct them to the desired destination within the building.
2. Maintain the church calendar daily by scheduling meetings, classes, rehearsals, banquets, luncheons and events (internal and external). 
3. Work with facilities management team for planned events providing set up requests and needs for scheduled meeting and events.
4. Provide and/or assist ministry leaders and staff with printing or copying requests aiding their plans for events and meetings.
5. Maintain office equipment and keep inventory and reorder office needs and supplies.
6. Provide administrative support to each ministry leader and their ministries.
7. Distribute incoming and outgoing mail.
8. Answer telephone calls, transfer or relay messages to office staff.
9. Maintain the church’s membership database keeping files up to date with contact and family information. 
10. Perform other job-related duties as requested.





Communications
1. Serve as point of contact for church communications. Gather information and details of church events and activities and partners with the Communications Ministry for placement for church announcements/ministry highlights.
2. Write the scripts for each ministry highlight announcement.
3. Inform communications team of needs and requests of pastor and members making sure requests are fulfilled. 
4. Handle all printing needs for ministry leaders of flyers, documents and communications purposes.
5. Schedule and engineer all audio recordings for ministry highlights and work with videographer making sure all info is accurate.
Education and Experience
1. High School Diploma or equivalency. Associates degree in business administration preferred. 
2. Three to five years of related experience preferred. 

Qualifications

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential duties.
Other Skills and Abilities
1. Detail-oriented and professional.
2. Exceptional communication skills.
3. Extremely proficient with Microsoft Office Suite.


4. Basic understanding of office equipment.
5. Basic understanding of clerical procedures and systems such as recordkeeping and filing.
6. Ability to work independently and reliably.
7. Flexible and adaptable in various situations and when interacting with many different personalities.
8. Ability to organize and prioritize tasks including delegation of tasks when appropriate.

Physical Requirements: 
1. Prolonged periods sitting at a desk and working on a computer
2. Must be able to lift up to 10 pounds at times.

M I S S I O N S T A T E M E N T

Third New Hope Baptist Church is a faith community of believers in Jesus Christ making the worship of God, fellowship of believers, discipleship and evangelism our unstoppable mission in the world.     
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