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Youth Group Check In Attendant



VISION
Helping Students, Know, Defend, and Share Jesus Christ
THE WIN
Create a welcoming, organized, and safe first impression where every student feels seen, known, and excited to be part of HRC Youth Group.
DID YOU KNOW?
A student’s experience is often shaped in the first few minutes they walk in. A warm welcome can make the difference between feeling like an outsider and feeling like they belong.
ACCOUNTABILITY
Is served and led by Youth Director, Louis Arocho
COMMITMENT 
Attend Youth Group 3:45-4:30pm 
1 Meeting Every 3 Months with Louis Arocho. 
Weekly Commitment: 45 minutes 
Monthly Commitment 3.25 hours.
Additional Hours: Check in for Large events as needed and if you are available.
QUALIFICATIONS 
· Supports HRC’s mission of knowing Christ and Making him Known 
· Has a warm, friendly, and welcoming personality
· Has completed the Check In Training and Onboarding (including background check)
· Is dependable, organized, and attentive to detail
	TOP 4 DURING THE WEEK
	TOP 4 ON SUNDAY

	Pray for students who will be attending
Review attendance procedures and any updates
Prepare check-in materials (rosters, forms, name tags, etc.)
Stay informed on upcoming youth group activities


TURN PAGE
	Greet every student with enthusiasm and kindness
Check in all students accurately and efficiently
Identify and welcome all new students
Ensure students know what to expect for the night




BEST PRACTICES
· Learn students’ names and use them often
· Make eye contact and smile when greeting students
· Treat every student as important and valued
· Be calm, patient, and joyful even during busy times

RESPONSIBILITIES
· Arrive early to set up the check-in station
· Check in all students as they arrive and record attendance
· Welcome every student and help them feel comfortable
· Identify first-time visitors and ensure they feel especially welcomed
· Ensure new students:
1. Fill in their birthday on the birthday calendar
2. Understand the youth group schedule and flow of the night
3. Know where to go and who their leaders are
· Collect necessary information from new families when needed
· Communicate any concerns or important information to leadership
· Help create an atmosphere of excitement and belonging from the moment students walk in
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