	FORT COLLINS FIRST UNITED METHODIST CHURCH

1005 Stover Street,  Ft. Collins, Colorado

	JOB TITLE:

Membership Secretary and Volunteer Coordinator
	SUPERVISOR:

Executive Pastor

	Impact to Budget:  


	

	COMPENSATION

Salary: commensurate with experience
	Work Schedule/Hours

15 hrs. per week, over two to three weekdays


	Job Description (Prime responsibilities indicated):

· Maintain membership, baptism, death, and marriage records both hand-written and computer database
· Communicate with guests and members about their membership status and personal information when information or updates are needed

· Prepare annual Charge Conference membership report and Conference Statistics (EZRA) report
· Oversee membership transfers – in and out
· Oversee the completion of paperwork for new members

· Oversee the creation of new church directories and any updates
· Generate mailing labels, membership lists, etc. as needed or requested by others on staff or in leadership
· Track and send postcards to first time guests

· Upkeep of attendance pads

· Work with Pew Angel coordinator to have supplies available

· Order name badges for congregants and new members

· Print baptism certificates when there are baptisms
· Work closely with the Welcoming, Hospitality, and Discipleship team to provide them with information of guests and members from the database and for administrative items needed for receiving new members.

· Track attendance

· Report deaths on church website and deaths, baptisms, and new members in Carillon

· Coordinate recruitment of volunteers for different church ministries and events by receiving requests from different parties and putting up the requests on a board for people to respond.

	Other Job Responsibilities:

· Other responsibilities as assigned

	Job Qualifications:

· Must be organized and able to multitask
· Must have a good and functional level of computer literacy
· Able to master and use the membership database software efficiently
· Minimum qualifications - a high school diploma
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