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POSITION:
International Missions Coordinator

HOURS:
15 hours/week in the office (between 8am-5pm)
WAGES:
$7.85/hr
DRESS:
Business casual.
IMMEDIATE SUPERVISOR:

Administrative Assistant to the Agape Center
SECONDARY SUPERVISOR:

Director of the Agape Center
SPECIAL QUALIFICATIONS:
1. Knowledge and experience with Microsoft Office Suite, GroupWise, and the internet.

2. Creative ability to market the offices programs and opportunities.

3. Detail oriented.

4. Ability to be a ‘team player’ and collaborator, while still being a self- starter/motivator.

5. Ability to work and manage the position’s programs and assignments independently.

6. Comfortable leading others and being in front of a group.

7. An interest in service, missions, international experience, and team development.

8. International missions experience

PRIMARY DUTIES
1. Assist in the planning and implementation of orientation and re-entry retreats. 

2. Assist with marketing of trips, programs and grants offered by the office.

3. Monitoring team development and preparation.

4. Tracking those interested in and those pursuing summer missions opportunities.

5. Assisting in fund raising efforts.

6. Collects materials for the programs varied publications.

7. Assist in service and mission preparation for individuals and teams.

8. Organize the application process for mission opportunities.

9. Help send out the budget and financial updates to each mission team.  

10. Assist with general office duties--filing, typing, copying, etc.

11. Regularly meet with supervisors.
12. Organizing and maintaining the mission agency file cabinet and database.

13. Assist with general office duties--filing, typing, copying, etc.

14. Facilitating risk management documentation for participants.
15. Other duties as assigned by immediate supervisor.
