CEDAR GROVE

COMMUNITY CHURCH

CONNECTIONS COORDINATOR

Reports to: Spiritual Development Pastor
Ministry Areas: Operations

Part Time: 20-25 hours per week
Compensation: $20.00/hour

Position Summary:

The purpose of this position is to connect people to the life and ministry of Cedar Grove
Community Church. The Connections Coordinator ensures that guests and attendees
experience a warm welcome, clear communication, and a pathway toward deeper
involvement in the church. This happens through leading the First Impressions team,
coordinating special events, managing communications, and providing general office
and receptionist support throughout the week.

Responsibilities
First Impressions Team (5-7 hours per week)

* Serve as the point person for the First Impressions ministry, driving growth, care,
and involvement for those beginning their journey at Cedar Grove.

* Recruit, train, and onboard volunteers for the hospitality, greeter, usher, and
response teams.

* Build and oversee a leadership team for each First Impressions area

* Schedule volunteers for weekend services and ensure all roles are filled and
supported.

* Prepare first-time guest gifts, communion elements, pens, connection cards, and
other weekend supplies.

* Ensure the guest experience is consistently warm, organized, and aligned with
Cedar Grove’s culture of care.

* Order and maintain inventory of supplies related to First Impressions and
weekend guest experience.



Special Events Coordination (5-7 hours per week)

Serve as the primary point of contact for planning, scheduling, and executing
church-wide events.

Develop timelines, task lists, and communication plans for events such as the
Christmas Tree Lighting, Church Picnic, Jersey Sunday, Volunteer Appreciation,
and others.

Recruit and coordinate volunteers who will help execute events with excellence
and hospitality.

Assist ministry leaders (Men’s, Women’s, Kids, and Youth) during the planning
and implementation of their special events.

Manage the church-wide calendar to prevent conflicts and ensure smooth facility
usage.

Coordinate logistics for weddings, funerals, and outside facility requests in
collaboration with church leadership.

Collect feedback and provide event evaluations after each major event to
improve future planning.

Office and Communication Responsibilities (5-7 hours per week)

Serve as the welcoming presence at the front desk, greeting guests, answering
phones, emails, and texts, and directing inquiries to the appropriate ministry
leader.

Manage the church’s main communication lines, including RingCentral voicemail,
text messaging, and general office email.

Take notes during weekly staff meetings and distribute meeting minutes with
action items.

Maintain and update the church master calendar.

Assist the Communications Director with posting content to social media and
sending church-wide emails or newsletters.

Provide administrative support for printing, organizing, and distributing materials
as needed.

Manage room and resource bookings for Life Groups, ministries, and internal
events.

Follow up with new guests and connect them to Life Groups, serving
opportunities, and staff follow-up systems. Strong computer skills (including
spreadsheets, InDesign, Canva, etc.) needed.

Executive and Administrative Support (2-3 hours per week)

Assist the Lead Pastor and Spiritual Development Pastor in executing key church
initiatives and special projects.



* Support internal staff events, trainings, and celebrations to strengthen team
connection.

* Maintain confidentiality and professionalism in all areas of church communication
and leadership.

* Meet regularly with supervising pastors for development and planning.

General Staff Member

* Represent Cedar Grove Community Church with warmth and care to members
and visitors alike.

* Participate in churchwide events, services, and outreach efforts as needed.

* Maintain confidentiality and discretion when handling sensitive church or
personal information.

* Exhibit a positive, flexible, and team-oriented attitude.

* Be dependable, punctual, and proactive in problem-solving.

* Regularly participate in worship services and church community life.

* Complete additional tasks assigned by pastors, elders, or church leadership.

Physical Expectations
* Lift and carry up to 30 pounds.
* Move and set up tables, supplies, and furniture for events.
* Operate standard office equipment, including printers and copiers.
*  Work both indoors and outdoors in a variety of weather conditions.

Additional Expectations

Because this role represents Cedar Grove Community Church and contributes directly
to the environment we create for worship and ministry, we expect those employed by
the church to live a lifestyle that is above reproach—demonstrating integrity,
responsibility, and respect both on and off campus.



