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Job title : Worship Administrator
Job description



:
Worship Administration
Date compiled
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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

: 
 MACROBUTTON  AcceptAllChangesInDoc "Add date when next assessment will take place" 
___________________________________



__________________________

                     EMPLOYEE




       

       DATE

	Key performance area
	Activities
	Output/purpose/measurement
	Priority Level

	1. Logistics coordination
	1. Coordinate logistics for standard events:
a) Church services

b) Foundations

i) Foundation 3

ii) Foundation 4

c) Bible School

i) Weekly

ii) Graduation

2. Coordinate logistics for other events

a) Outreaches
b) Camps

c) Special events 


	Ensure that all events are supplied with musicians; ensure musicians are supplied with all the music and other information they need
	

	2. Administration
	1. Set up a roster to administer logistics of events
2. Manage all communication (band reminders, praise news, praise leader reminders, songlists) to musicians via:

a) Email

b) Sms

c) Phone

3. General administration queries

4. Electronic filing of documents
5. Archiving of every previous year
6. Keep track of information of musicians, e.g.:

a) Foundations

b) Bible School

c) Availability Status

d) Development level

e) Level of Praise Team commitment (low/average/high)

7. Management of weekly and seasonal setlists
a) Communication with praise leaders for
i) Submission of weekly setlists

ii) Setup of monthly songlist
iii) Selecting and sifting through old and new songs

b) Submission of setlists to HQ
c) Distributing audio files and chord charts/sheet music to team
8. Convey appropriate communication from HQ to praise team


	Ensure that all music administration is executed promptly, as well as thoroughly. This will see to it that musicians are informed about anything they need to know. To have systems in place that can almost run on their own.
	

	3. CCLI

	1. Administrate annual feedback to CCLI
	A licensed church
	

	4. Church worship administration

	1. Setup Easy Worship/PowerPoint overhead projection schedules for worship events
2. Fill in Sunday run sheets (where applicable)


	
	

	5. Music administration
	1. Scoring new songs
2. Transposing songs

	
	

	6. Auditions and training
	1. Overseeing auditions

2. Administration of praise team leaders
3. Training of vocal group
4. Find and/or develop training material (resources) for different instrument groups and roles


	Assisting in creating opportunities for continued improvement of musician’s skills
	

	7. Ministry

	1) Lead worship at church (applicable to administrators who are praise leaders)
a) Observe and give feedback

b) Impartation musically


	a. Praise teams that are unified with the vision
b. Musicians minister through their playing/singing

c. Musicians and congregation connect with God during worship

d. God is glorified during worship


	

	8. Administration of music for weddings
	1) Manage all enquiries regarding music for weddings
2) Liaise between bridal party and musicians

3) Coordinate logistics of music for weddings


	
	


