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Job Title:   Dream Center Administrative Assistant 
Oversight:  Outreach Pastor
Job Class:   Full-Time Hourly Employee 
 
The Dream Center Administrative Assistant is a full-time position and is based at the Lubbock Dream Center Campus. This job will be under the oversight of the Outreach Pastor. The purpose of this position is to provide administrative support to the Lubbock Dream Center. 
 
This position must personally and professionally commit to the mission and leadership of Church on the Rock and to faithfully strive to fulfill the vision of connecting all people to the truth of the one God who has the power to change the world. 
 
Job Duties and Responsibilities: 
· Answering and directing phone calls at the Lubbock Dream Center 
· Checks messages and routes to appropriate team member 
· Oversee the Energy Assistance (Atmos) program, also stewarding the benevolence budget for the community. 
· Oversees the Cut Above appointment calendar
· Maintain the Hub Hospitality Bar, daily 
· Assist in Community Service check-in & assistance
· Oversee the Saturday Morning Outreach (Food Check-in & Clothing Closet)
· Oversee the Resource Directory, staying current with updated information for the community 
· Assist DC Children’s Ministry Coordinator with Sunday morning duties
· Assisting in GED program and proctoring
· Perform other duties as assigned  
· This is a full-time, 35 hours per week, Saturday-Wednesday
· After hours and weekends may be necessary 

General Skills, Qualifications, and Physical Requirements: 
· Team player, exhibit a positive attitude and willingness to help COTR staff and members 
· Proficiency with Microsoft Office 
· Ability to sit or stand for long periods of time 
· The employee must frequently lift and/or move up to 10 lbs. and occasionally lift and/or move up to 20 lbs. 
 
As an employee of COTR, you are expected to: 
· Maintain a strong personal relationship with God 
· Use integrity while off campus; your integrity reflects the church 
· Be an active member of COTR by attending and supporting the weekend church services 
· Commit to the Cultural Responsibilities of COTR 
· Commit to the overall vision of the church 
· Possess the ability to self-motivate and manage time well; being proficient in meeting deadlines/timelines 
· Request and communicate to your oversight times that you must be out of the office (vacation and sick days) 
· Commit to be a resource to each ministry within the church as needed 
· Be in the office on time and ready to work and until your workday is completed 
*Please contact the Human Resources Office regarding updates to job descriptions
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