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____________________________

POSITION:
Creative Arts Ministries Coordinator

HOURS:
10 hours weekly for 15 weeks

WAGES:
$7.85/hour
DRESS:
casual, business casual for Community Partner visits and receptions

PRIMARY SUPERVISOR:
  Program Manager
SECONDARY SUPERVISOR:  Outreach Teams Student Director

PRIMARY DUTIES:

A. Role and Responsibilities On-Campus and in the Local Community
1. Build and maintain relationships with churches and agencies in the community working concerning the creative arts:

a. Footprintz

b. God’s Kingdom Steppers

c. Klowns for the Kingdom

d. Puppets Praise

e. Spirit Force

2. Serve as contact person for churches looking for creative arts ministries groups to assist with ministries of their congregation.

3. Recruit and organize volunteers for these Community Partners.
a. Recruit volunteers for each Community Partner – primarily at Ice Cream Social (fall) and Cookies, Cocoa, & Community Service (spring), but through additional means if necessary.

b. Organize volunteers into teams and orient them at Orientation & Clearance Night.
4. Recruit and develop Team Leaders.

a. Recruit Team Leaders who can provide on-site leadership for regular volunteers as well as serve as a Messiah licensed driver.
b. Communicate the vision and purpose of Outreach to Team Leaders.

c. Provide appropriate training for Team Leaders (particularly in the area of leading reflection).
d. Meet with Team Leaders regularly for mentorship and accountability.
5. Train and educate volunteers for service.

a. Provide educational materials to teams related to their areas of service (in the form of articles, video clips, etc.).

b. Plan opportunities for volunteers to reflect on their experiences (on-site, in the vans, or on-campus).

c. Sponsor lectures, films, alternate chapels or other educational programming to raise awareness of issues related to area of service.

d. Provide training opportunities for volunteers, or advertise Agape Center trainings to volunteers.

6. Coordinate logistical details for volunteers.

a. Arrange transportation for teams to go to Community Partner sites.

b. Facilitate the process of obtaining clearances for students (when necessary).

c. Record and track volunteer attendance.

7. Oversee segment of Outreach budget.

a. Budget for programming based on previous semesters.

b. Monitor expenses throughout semester.

c. Exhibit good stewardship by spending all money allocated wisely. 

8. Regularly gather assessment from volunteers, Team Leaders, and Community Partners to improve programming.
9. Collaborate with faculty members, Resident Life, College Min, and other organizations on-campus and within the Agape Center when appropriate.
10. Plan and coordinate Creative Arts Ministries chapel (late fall).

a. Reserve space.

b. Print promo materials.

c. Coordinate with Team Leaders the logistics.    

11. Plan and coordinate Outreach Hip-Hop Show (spring).
a. Delegate tasks with other Outreach coordinators.

b. Manage logistical details of event

c. Coordinate logistics with Hip Hop Team.  

d. Reserve space and meals.

e. Connect student volunteers with corresponding community partner children.  
B. Role and Responsibilities as a Member of Outreach Teams
1. Develop and work toward goals that align with the vision, purpose, and objectives of Outreach Teams.
2. Develop and implement goals for personal professional development.
3. Uphold Messiah College’s Community Covenant.
4. Meet with the Interim Program Manager and the Outreach Director bi-weekly for encouragement and accountability.

5. Complete bi-weekly reports for the Interim Program Manager and the Outreach Director.
6. Participate in Agape Center trainings and events.
7. Work 10 hours per week, 5 of which should be office hours between 8am-5pm on weekdays.
8. Send updates for the Outreach web page to the Agape Publications Coordinator.
9. Keep detailed records of volunteers, participation, events, etc.
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