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Job Title: Connections Coordinator

Position Profile

Reports to: 				Director of Operations
Payment:				Salary
FT/PT status: 				Part Time - 26 hours/week
Ecclesial status:			Non-Rostered
Fair Labor Standards Act status: 	Non-exempt 
Work Week:				M-Th, some Sunday mornings, occasional evenings
	
Position Overview (What)

The Connections Coordinator is responsible for fostering connections of all people in the Trinity community (current and new members, friends, guests, and neighborhood partners) to Trinity’s congregational and community ministries. This includes engaging, recruiting and referring volunteers to: 1) support the regular weekly operations of the church office, 2) support weekly worship services, and 3) engage with and participate in Trinity’s ministry hubs (Faith Formation, Worship & Music, Christian Care and Fellowship).  This person works in close collaboration with the clergy Director of Operations as well as the staff and lay co-leaders of the ministry hubs, matching the interests, talents and gifts of community members to the values and activities of our various ministries.

Essential Functions (How)
To do this, the Connections Coordinator should focus on:
· Networking Leadership: Use effective systems and practices to understand the gifts, passions, and interests of the people in the Trinity community (both members and nonmembers) and actively match them with our diverse ministries and activities.  Help people in our community to discern and develop their Christian vocation in response to God’s grace.  
· Collaborative Partnership: Work closely with the Director of Operations and the Director of Worship and Music to assure that volunteers are recruited and scheduled for weekly volunteer jobs. Serve as a resource person for the ministry hubs, recruiting new volunteer candidates and coaching and supporting their efforts to engage volunteers for their ministries, including using MSP or other relevant volunteer organization technologies.  
· People Development: Work to ensure that current and new members, friends, guests and neighborhood partners know that they are an integral part of the Trinity community. Through intentional engagement, networking and personal outreach, you will help foster a culture where people feel invited, empowered, and equipped to serve in meaningful ways.
· Mission Alignment: Ensure that all practices and decisions reflect the church’s core values and mission to connect all generations to God’s family.

Key Responsibilities (Details)

Volunteer Recruitment and Networking
· Attend church activities and engage with people in the church community, detecting interests and talents and connecting people to ministry opportunities
· Serve as a shepherd for new friends and incoming members of the congregation, connecting them to ministry hubs and teams that match their interests and talents
Daily/Weekly Operations
· Work from the Welcome Desk, greeting visitors and answering phones (Welcome Desk coverage will be supplemented by volunteers)
· With the Director of Operations: 
· Check in daily
· Recruit and schedule office volunteers, including reception and security at the Welcome Desk.
· Assist in the management of the church calendar and scheduling systems.
· With the Director of Worship and Music, recruit and schedule weekly worship service support teams (assisting ministers, lectors, communion assistants, altar guild, nursery, weekend security, etc.) using MSP
· With the Director of Buildings and Grounds, schedule weekly maintenance support volunteers.
· Provide support for the pastors in coordinating/ scheduling visitation of the hospitalized and homebound, including Eucharistic Ministers and Parish Nurses. 
Ministry Hub Support
· With the Director of Christian Care and clergy, maintain hospital list and saints database with the assistance of volunteers
· With the Director of Fellowship, assist in the recruitment of paid coordinators and volunteers for weddings and funerals
· With the staff and Hub co-leaders, assist in the recruitment of volunteers for church events
· With the Director of Buildings and Grounds and Business Manager, ensure appropriate forms for facilities are completed, including facilities use agreement, collecting fee for rented space, and appropriate insurance information for groups renting the building.
Other
· Maintain the (Realm) community database with the assistance of volunteers
· Serve as primary admin for Ministry Scheduler Pro (MSP), training other users
· Attend staff meetings
· Other activities or duties as requested by the Director of Operations or pastors

Core Competencies/Skills

· Personal: Enthusiastic and persuasive personal bearing.  Creative, adaptable, and innovative in developing new ways to engage with the congregation and the broader community. Ability to work both independently and as part of a collaborative team.
· Interpersonal: Extroverted focus with a good memory for faces and names.  Excellent verbal and written communication skills. Proactive communicator. Ability to work collaboratively with church staff, volunteers, and ministry teams.
· Spiritual: A heart for ministry and a desire to serve the church community. A strong understanding of the church’s mission and values, and the ability to communicate them effectively. Practicing Chrisitan preferred. 

Qualifications

Education:
· High school diploma, some college preferred

Required:
· 1 – 3 years of experience in a large church environment preferred
· Excellent organizational and time management skills
· Proficient in Microsoft Office and Google Suite
· Experience with or technical capability to learn people management software applications: Database (Realm), volunteer management (MSP), volunteer recruitment (SignUp Genius) email (ConstantContact)

Working conditions

This position works in church offices, generally during a standard workweek with occasional weekend and evening hours. 

Physical 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.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently required to sit, talk and hear. The employee is frequently required to walk, use hands to type data, drive a car, operate business machines, dial the telephone and reach with hands and arms. The employee must frequently lift and/or move 5-10 lbs. and occasionally lift and/or move up to 15lbs. Specific vision abilities required for this job include close vision and the ability to adjust focus.

Direct reports

None

Approvals
Lead Pastor						Human Resources Committee
Name: The Rev. Fritz Fowler		Date:  		Name: John Wittenbraker	Date:  

This job description is not intended to be all-inclusive, and the Connections Coordinator may be required to perform other related duties as needed to meet the ongoing needs of the church.
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We are called to embrace diversity and to connect all generations to God’s family.





