Title:
Department:
Reports To:
Pay Status:

THE
HILLS

JOB DESCRIPTION
First Impressions Coordinator

Assimilations
Assimilations Coordinator
Part-Time, Hourly

Exemption Status: Non-Exempt

General Summary and Objective:

The First Impressions Coordinator is responsible for creating a welcoming and warm
environment for every guest who visits with us. This role focuses on all first impressions
volunteer teams involved.

Essential Functions:
Reasonable accommodations may be made to enable individuals to perform the essential

functions.

e Produce a welcoming environment for every guest who steps foot on our campus

O

Write and maintain 360 plans for all first impressions volunteer teams for all
services (which includes greeters, ushers, communion hosts, guest services
hosts, kids check in hosts, guest tour guides/plan your visit, coffee cart
attendants, parking lot teams, and service cleaning teams)

Plan and execute one volunteer appreciation event each year

Assist with planning and execution of various events throughout the year that
require volunteers and first impressions as a whole (example: Christmas,
Easter, Mother's & Father’s Day)

e Develop and equip volunteers

O

O

Make weekly communications to first impressions volunteer teams to ensure
they feel well equipped for the task at hand

Recruit, train, and retain new volunteers for the first impressions teams (this
includes continued follow up to make sure their role is a good fit and find them
a new spot if it is not a good fit)

Check in with first impressions volunteers on a regular basis to see if they have
prayer needs and see what God is teaching them

Identify possible new leaders and encourage them in their growth

e Manage weekly tasks to ensure a top-notch guest experience

O

Present for all Hills services (Thursday night & Sunday mornings) to ensure a
smooth and consistent guest experience

Maintain weekly scheduling for all firstimpressions teams and atrium set-
up/tear down teams in PCO (this includes initial scheduling and making sure
there are full teams if there are call-ins)
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o Ensure supplies needed for first impressions are ordered and in stock (this
includes all coffee cart supplies, bibles, signage needs, print requests, check in
station needs, etc.)

Perform all guest follow-up calls
Maintain guest workflows within PCO
Create reports that track our guest data

Requirements (knowledge, skills, abilities, education, etc.)

Champion of vision, values, and culture of The Hills

Exceptional model of personal integrity

Demonstrated capacity to administrate large groups of people

Organizational skills

Desired pursuit of attention to excellence in physical environments

Energized by people

Heart for evangelism and disciple-making

Demonstrated computer skills, including Microsoft Office: Word, Excel, and other
similar programs using a Mac operating system

Position Type/Expected Hours of Work
This position is a part-time role and hours expectation is set at 20 hours per week. Required

service working hours include Sundays 6AM-1PM and Thursdays 5PM-8PM. The remaining 10
office hours can be flexible as long as it is agreed upon with the manager.

Travel

This position requires infrequent travel.

The statements listed are intended to describe the general nature and level of work being performed by employees,
and are not to be construed as an exhaustive list of duties and requirements. This does not establish a contract for
employment and is subject to change at the discretion of the employer.
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