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POSITION:
Mission Awareness Week Coordinator

HOURS:
5 hours weekly for 15 weeks
DRESS:
Casual, business casual for Community Partner visits and receptions
PRIMARY SUPERVISOR:
 Program Manager
SECONDARY SUPERVISOR:  World Christian Fellowship Student Director
SPECIAL QUALIFICATIONS:

· An outgoing, friendly personality

· Knowledge and experience with Microsoft Office Professional Suite,      

      

GroupWise, and the internet

· Creative ability to market the office’s programs and opportunities

· Ability to be a ‘team player,’ while still being a self-starter/motivator

·       An interest in service – local, national, and international
PRIMARY DUTIES:
1. Facilitate Mission Awareness Week in the fall
· Set dates with Program Manager and College Min in Spring

· Send “Save the Dates” to mission reps in spring

· Invite mission representatives that Messiah College has an active partnership with to MAW

· Reserve location for tables (LSU)  for the event and other rooms for alt chapels

· Work closely with MAW co-coordinator and MAW Committee to plan and execute Mission Awareness Week

· Purchase gifts cards for meal tickets, and organize on-campus accommodations for reps

· Plan events throughout MAW for international gatherings, collaborating with MISP

2. Recruit a co-coordinator that will assist in the planning of MAW and will take over the following year.  

3. Recruit and chair a MAW Committee that gives wide student representation (Collab, MISP, etc) of 5-8 members who will be able to communicate with 2-3 reps/member

4. Collaborate with College Ministries to plan regular chapels during MAW.

5. Prepare a budget each semester to include in the WCF budget (including supplies and costs for MAW).

6. Meet with supervisor and WCF Director regularly to ensure the success of the event.  

7. Attend all WCF meetings










