
OUTLINE OF JOB DESCRIPTION 
 
JOB TITLE: Guest Services Coordinator 
REPORTS TO: Senior Pastor 
SUPERVISES:  None 
CLASSIFICATION: PT, Hourly, Non-Exempt 
HOURS: This position is expected to work an average of 15 hours per week, depending on the 

needs of the Church. This includes hours most Sunday mornings, with other onsite 
and remote hours during the week, as determined by the Senior Pastor. 

TERM: This position is hired for a one-year term, renewable annually 
MINISTRY AREA:  Connections 
RESPONSIBILITIES: All responsibilities are subject to change, based upon the needs of the Church. 

Further expectations and responsibilities are outlined in the Employee Handbook. 
Job responsibilities include, but are not limited to, the following: 

● Guest Services 
○ Cultivate a strong guest experience for all who set foot on our campus, with attention to 

clear wayfinding, campus appearance, human interactions, and other factors that contribute 
to a sense of excellence and hospitality. Collaborate with other staff as necessary to create 
this experience. 

○ Manage an effective process for soliciting guest information and following up in a prompt 
and warm manner. Track guest engagement and help guests to understand and take steps 
towards deeper connection. 

○ Ensure that the Connection Point has the necessary resources for volunteer servants to 
demonstrate hospitality and field the requests/questions that come their way. 

○ Recruit, train, and develop volunteer servants to run the connection point desk and serve as 
entrance greeters during weekly worship services and as needed for special events. 

○ Recruit and manage parking teams, as needed for key Sundays and special events 
○ Empower and support leaders of the hospitality side of the mission cafe 

● Connections Process 
○ Coordinate discovery classes for people seeking to learn more about the church and 

membership, working with the pastors to lead these classes. 
○ Shepherd people through the membership process and coordinate joining Sundays. 
○ Develop and manage an effective new member assimilation strategy. 
○ Collaborate with equipping ministries leaders to ensure a smooth handoff of people seeking 

to discern their gifts and find ways to serve. 
● Work with the Senior Pastor and Connections Ministry Area Chair on the Connections Ministry as a 

whole, in pursuit of cohesive excellence in ministry strategies. 
● Attend staff meetings as needed 

 
QUALIFICATIONS: The qualifications include, but are not limited to, the following: 

● Strong communications, organizational, and interpersonal skills 
● Strong computer skills, with the ability to learn and utilize new technologies 
● Experience in hospitality, marketing, customer service, or a related field preferred 
● Demonstrated ability to work as a part of a team and to develop others 

 
COMPENSATION: Compensation is based upon relevant education and experience and set by the Staff 

Parish Relations Committee of Christ UMC, in accordance with any Annual 
Conference or denominational policies (where applicable). Additional benefits are 
detailed in the Christ UMC Employee Handbook. 

REVISION DATE: July, 2019 

 


