Name Surname
Job title: Logistics & Events Manager
Job description

:
Co-ordination of Logistics & Events administration

Date compiled

          :
Position located at

:
	Authority levels
	Approved by


	Signed
	Date

	
	
	
	


Please note that all stipulated tasks are subject to the adaptation of the supervisor and leadership. Updates of this document will be done after the next assessment.  Assessment will be done on stipulated tasks and expectations of leadership stipulated in this document.

Next half annual assessment date

: 



	KPA
	Activities
	Output/purpose/measurement

	1. Church Services


	· Coordination of all set up & set down procedures for services.

· Responsible for set up before Sunday service.

· Duty lists must be ready for teams on duty.
· Duty roster coordination. Responsibility of team leaders.

· Schedule offering and announcement people

· Communicate with team leaders during the week as required. 

	To ensure high quality events are staged 

To ensure that all the necessary items are in place for Sunday service


	2. Setup & Logistics  Coordination

	· Responsible for the setup & logistics of all church services & any assigned events
· Communicate & liaise with school about their programme & when the venue is available for setup.
· To have all necessary equipment on time and right quantity at event.
· Liaising with event leader on all logistic and promotional requirements for specific events.
· Involvement at Conferences as agreed with HQ
 
	To ensure successful completion of the event

To have enough teams for the Events and Sunday service



	3. Volunteers + 
     Training


	· Assist the team leaders with recruiting and training of volunteers for all Sunday Services 

· Recruit team for set up. Use Stable Ministries as source.

· Recruit volunteers for specific events

	To have teams equipped to perform their duties with confidence



	4. Office Duties + 

    Administration
	· Procurement & orders of weekly hospitality stock needed for Sunday services & office e.g. rusks, milk, sugar, coffee, cups etc.
· Cleaning & coordination all washable items of church e.g. table cloths, bath rooms’ towels, kitchen cloths etc.
· Post Office: collecting & posting packages
· Responsible for Sermon uploads & edit

· Baby dedication recording to write on audio CD 

· Stats: complete service stats for HQ 
· Counting & making of welcome cards / packs each week 
· Pack & arrange crates for events. 
· Check and update inventories on crates
· Signage & labelling as needed for Sunday services & events

	To ensure having everything we need for events

To have standard policies and procedures documented and archived



	5. Management


	· Office cleaner (duties, payments, sick leave etc.)

· Church store room:
· Day to day management of store room

· Liaising with departments using store space

· Responsible for the tidiness

· Implementation of floor plan & packaging

· Safekeeping of keys


	To ensure successful management of duties required to ensure high quality event


	6. Maintenance

	· Maintenance & Repairing of all equipment and facilities of church.
· Church vehicle:

· Service, repairs and maintenance

· Regular inspections 

· Traffic Fine follow-ups

· Maintaining of the logbook system

· Registry of drivers

	To ensure all equipment are in working order



	7. Offering
	· Procedure development (and implementation) of safekeeping and transportation of Sunday offering 

· Transport of offering from church venue to church offices for counting
· Banking of weekly offering

	To facilitate the offering process and safekeeping

	9. General
	· Facebook Campaign 


	To ensure effective church marketing of all events & to create a social community.




	………………………………………
	…………………..

	Employee signature
	Date



