
 
 

Care Ministries Coordinator 
  
Reports to: Care Ministries Pastor 
 
Supervises:   
None 
 
Part-time (29 hours/week) 
   
Church Size: 1800-2500  
 
POSITION SUMMARY  

This is a multi-dimensional position providing administrative support to the Care Ministries 
Pastor and the Support and Care Groups. 

 
PERSONAL EXPECTATIONS 

 A growing and vibrant relationship with Jesus Christ. 

 Godly marriage and family (if applicable). 

 Contributes to the spirit of unity among the staff and the congregation. 

 Fully supportive of First Free Church’s Mission, Vision and Values. 

 

 QUALIFICATIONS: 
 Gifted in administration, multi-tasking, high level organization and hospitality. 

 Able to communicate professionally across multiple settings both orally and in writing. 

 Strong computer based skills (Microsoft Office, Google Workspace, and databases). 

 Experience with integrated systems for scheduling and coordinating multi-level 
processes and projects.  

 Takes initiative to prioritize responsibilities, manage workload, and complete projects in 
a timely manner. 

 Able to adapt quickly to changing demands and resourceful in coming up with creative 
solutions to resolve problems and move the ball forward. 

 Able to stay calm, poised and effective in stressful or difficult situations; adjusting quickly 
to changing situations. 

 Able to handle confidential church and individual care requests with discretion 

 The personality to get along with co-workers, and contribute to the unity of the team in 
accomplishing the overall vision of the church. 

 

PRIMARY RESPONSIBILITIES  
 

 Acts as the frontline of helping those in need access pastoral and ministry care and 
support, as well as playing a pivotal role in pastoral care case and schedule 
management. 

 Professionally handle communication needs related to the above ministries. 
Examples of duties: Handle phone calls, e-mails and in-person communication; assist in 
the creation and distribution of written communication items; and provide reports as 
required. 
 

 Manage and coordinate the Care Ministry’s One-on-One ministry. Includes receiving 
confidential care requests, scheduling appointments, follow up and continued care.  



 Assist Care Ministries Pastor with oversight of all volunteer roles within the Care Team 
including Chaplains, Care Allies, Care Center, Marriage Mentors, Group Leaders.  

 Coordinate the protocol and policies for weddings including communication with couples, 
matching officiants, setting up pre-marital counseling with Marriage Mentors, facility use 
arrangement. 

 Coordinate the protocol and policies for funerals including matching funeral officiants, 
working with funeral homes and families. 

 Coordinate the process and operations of the Care Center, working with volunteers for 
scheduling and training. 

 Coordinate the protocol, training, and communication for the Marriage Mentor Ministry. 

 Participate in activities and projects related to being part of the staff team such as staff 
meetings and other team building events. 

 Serve as the pastor’s liaison and main scheduling contact with volunteers. Ensure that First 
Free’s background check procedure is run on all volunteers and paperwork is submitted to 
be added to the First Free Church database. 

 

 


