New Life Church

Job Description

Job Title: 


NLC Events Reservations Assistant 
Accountable To: 
 
Reservations Coordinator 
Status:
 
 
Full Time/Hourly, Monday-Friday




Job Titles Supervised:  
None

Purpose:
To serve New Life Church and the Reservations Coordinator by providing administrative support and first-contact interaction with internal departments and members of the community regarding Reservations and Facilities needs and requests.  

Essential Responsibilities:
Assist the Reservations Coordinator with the following:

· Process incoming phone calls, emails, and walk-ins for the following type of requests using familiarity with the entire Facilities and Hospitality department structure and procedures: weddings, funerals, community events, personal events, use of overnight Suite 213, and Prayer Closet 213, and off campus equipment.  
· Provide limited administrative assistance to the Pastor of Campus Administration.
· Print and distribute room cards. 

· Assist with Reservations Coordinator in distributing diagrams to the appropriate places and keeping the diagram books up to date. 

· Enter data into the EMS campus schedule.

· Update diagrams and calendars accordingly in regards to your areas of responsibility.    
· Process payments for the areas of your responsibility.  
· Process contracts for all applicable events.
· Linens—organize on day of delivery, order linens, and send invoices for events you are responsible for. 
· Work closely with AV Tech and Security as applicable.  
· Coordinate information meetings as necessary.  
· Provide back-up support for Reservation’s Coordinator upon request. 

· Provide back-up support for Events field team as needed.  

· Help in the planning and facilitation of Hospitality parties and team gatherings upon request.  

· Attend Hospitality trainings throughout the year.

· Support New Life Church with your tithe.

· Attend regular staff meetings and additional meetings as required.

· Work in close association with the entire staff to build and maintain a strong team environment and complete the work necessary to fully serve and support the ministries of New Life Church. 

· Cooperate with the Reservations Coordinator and Event Care Administrator by performing any other duties when asked to do so.

Minimum Requirements

Current Membership
Attended New Life Next and Complete a commitment card
Experience:  1-2 years of related experience.

Education: 

Minimum High School Diploma 

Preferred Associates Degree or higher
Knowledge, Skills and Abilities:

Knowledge:

· Knowledgeable of occupational hazards and standard safety practices necessary in the area of work assigned.

Skills:

· Strong computer skills, including familiarity and experience with a variety of software applications, such as: the MS Office suite of applications – Word, Access, Publisher, PowerPoint, and Excel. Experience with email, such as MS Outlook and experience with Visio and Event Management Systems (EMS) is a plus.

· Effective organizational, problem-solving and conflict-resolution skills.

· Strong organizational and office skills. 

· Excellent grammar and written communication skills.

Abilities:

· Leadership and Management

· Identify problems and implement solutions.

· Ability to read and carry out written and oral instructions.

· Ability to handle constantly changing priorities and demands.

· Ability to perform basic arithmetical functions.
· Detail-oriented with a high level of accuracy; self-motivated working independently in the absence of supervision.

· Excellent communication at all levels, both oral and written

· Personable and helpful attitude.

· Ability to handle multiple tasks and to complete projects with little guidance.

· Able to work well under pressure.

· Maintain the confidentiality of sensitive information.

Testing: DISC Personality Profile and GiftQuest Spiritual Gifts Profile.
Physical Requirements for Reservations Assistant
	Working Environment
	Seldom
	Occasional
	Frequent

	Cold (50o F or less)
	X
	
	

	Heat (90o F or more)
	X
	
	

	Gases/Fumes/Dust
	X
	
	

	Heights
	X
	
	

	Noise
	
	X
	

	Climbing (Stairs/Ladders)
	
	X
	

	Driving
	
	X
	

	Standing
	
	X
	

	Sitting
	
	
	X

	Walking
	
	
	X

	Bending
	
	X
	

	Work with Others
	
	
	X

	Working Alone
	
	X
	

	Crawling or Kneeling
	X
	
	

	Chemicals/Solvents
	X
	
	

	Repetitive Movements
	
	
	X

	
	
	
	

	Office Machines
	
	
	

	Telephone
	
	
	X

	Facsimile (Fax)
	
	
	X

	10-Key
	X
	
	

	Calculator
	
	X
	

	Computer/Mouse/Printer
	
	
	X

	Copier
	
	
	X

	Dictaphone
	X
	
	

	Postage Meter
	X
	
	

	Typewriter
	X
	
	

	
	
	
	

	Moving Heavy Items:
	Seldom
	Occasional
	Frequent

	Lifting/Lowering
	Over 10#
	5# to 10#
	Under 5#

	Pushing
	Over 10#
	5# to 10#
	

	Reaching Over Shoulder
	X
	
	

	Reaching Forward
	
	
	X

	Carrying
	
	5# to 10#
	

	Other Requirements:
	Seldom
	Occasional
	Frequent

	Visual Acuity:  Near
	
	
	X

	Visual Acuity:  Far
	
	
	X

	Color Discrimination
	
	
	X

	Hearing
	
	
	X

	Speech
	
	
	X

	Manual Dexterity
	
	
	X

	Eye-Hand Coordination
	
	
	X


Appropriate safety eyewear, earplugs, safety vests, fall protection belts, hard hats, protective gloves, latex gloves, respiratory protection and back-support belts are available and should be worn by all Events and Housekeeping staff when engaged in activities requiring such safety gear.

I have read, understood and am able to perform all of the requirements as detailed in the job description listed above.

____________________________________________________

____________________________
Applicant or Employee Signature  





Date            

