	[image: ]
	
	



Job Title:  Ministry Support Coordinator - up to 15 hours/week 
Job Summary: The Ridge is dedicated to deepening the discipleship of our church family and extending Christ’s love to those in our community who may be experiencing vulnerabilities or who have yet to encounter Jesus. This position provides essential organizational and administrative support to ensure that specified discipleship and outreach initiatives run smoothly, align with their respective strategies, and advance The Ridge’s vision of connecting people to Jesus, People, and Purpose.

Reports To: Director of Outreach

Authorities: Responsible for overseeing allocated Outreach budget. Responsible for overseeing volunteer teams to support events.

Essential Duties, Tasks, and Responsibilities:

Relationships:
· Manage relationships and serve as the Ridge’s liaison to external ministry partners 
· Build strong relationships with staff and volunteer ministry leaders to support and coordinate meaningful ministry opportunities 

Leadership & Coordination:
· Provide organizational and administrative support for specified classes, support groups, and outreach activities
· Serve as staff lead for specified Ridge-led outreach events
· Serve as staff liaison for specified outreach partners/events
· Coordinate volunteer teams to support the various ministry events
· Attend outreach team meetings
· Attend at least one staff meeting per month

Communication:
· Oversee the communication forms and volunteer sign-ups to help the church and community stay informed and engaged with ministry opportunities. 

Non-Essential Duties & Responsibilities: Carries out administrative tasks related to outreach relationships and events. 

Knowledge & Skills:  
· Is a mature follower of Jesus who models spiritual maturity, integrity, and character.
· Has the ability to articulate clear and consistent biblical principles in agreement with the Ridge mission, vision and values as well as our beliefs. 
· Takes initiative, follows directions, and is excellent with organization and administration.

Education & Training: College degree and previous ministry experience preferred.  

FLSA Status: Exempt

Working Conditions: Primarily in-office setting, might require being on feet for extended periods of time occasionally, lifting moderately heavy objects, and setting up for events.




2026 Discipleship & Outreach, Groups, and Events:
· Serve as staff lead for specified Ridge-led outreach events:
· Love Lunches, Site Supervisor
· Christmas Blessings
· Additional TBD (E.g. coffee cart for Southview, neighborhood ice cream pop ups)
· Serve as staff liaison for specified outreach partners/events:
· Single Mom’s Morning Out
· FUSE
· Gardening for Good
· Joshua Christian Academy  
· Operation Christmas Child
· Additional partners/events as assigned by Director of Outreach
· Provide organizational and administrative support for specified classes, support groups, and outreach activities
· Discipleship Classes/Bible studies
· Support groups:
· DivorceCare
· GriefShare
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