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	Information

	Job Title:
	MCEP Workshop Coordinator
	EEOC Job Classification
	Administrative Support

	
	
	FLSA Classification
	Non-exempt, part-time

	Department:
	MacArthur Center for Expository Preaching
	W/C Classification
	8810 – Clerical

	Reports To:
	Director of MCEP Workshops
	Compensation
	$20.00 - $22.00/hour



	Summary

	Advance the mission and vision of TMUS by coordinating administrative and logistical support for the MacArthur Center for Expository Preaching (MCEP) workshops. Reporting to the Director of MCEP Workshops, this as-needed role facilitates planning, communications, scheduling, records, and follow-up for approximately eight to ten workshops annually, enabling workshop leadership to focus on curriculum, instruction, and ministry partnerships.




	Essential Job Functions

	Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

· Coordinate workshop dates and planning timelines with host churches, instructors, small-group leaders, and MCEP/TMS personnel.
· Maintain the annual workshop calendar, planning checklists, deadlines, and related administrative records.
· Serve as an administrative contact for host churches after workshop approval.
· Coordinate instructor and small-group-leader scheduling and communication.
· Assist with travel, lodging, schedules, and event logistics in cooperation with designated TMS personnel.
· Gather and communicate information needed for registration, promotion, meals, facilities, materials, and workshop execution.
· Maintain workshop rosters, contact information, planning documents, and participant records.
· Coordinate pre-event messages and appropriate post-event follow-up with hosts and participants.
· Collect attendance information, evaluations, and other data for post-workshop assessment and annual reporting.
· Carry out other related workshop-administration responsibilities assigned by the Director of MCEP Workshops.
· Performs other related duties as assigned.


	

	Qualifications

	· Has a personal relationship with Jesus Christ and a demonstrated commitment to the doctrinal position of TMUS and a continuous exhibition of a desire to minister and serve others in varied capacities.
· Demonstrated ability to establish and maintain effective working relationships with staff, faculty, vendors, students, &/or community members of diverse academic, socio-economic, cultural, & ethnic backgrounds.
· Excellent written and verbal communication skills.
· Strong organizational and interpersonal skills.
· Service oriented with strong interpersonal and communication skills and the ability to work effectively with a wide range of constituencies in a diverse community.
· Exercise confidentiality, good judgment and discernment.
· Must successfully pass a background investigation.





	Supervisory Responsibility

	
· This position has no supervisory responsibilities. 





	Education and Experience

	· High School degree or equivalent experience, Bachelor’s degree preferred.
· At least two-years’ experience in an administrative role.
· Demonstrated ability to manage logistics and communicate reliably with multiple stakeholders; equivalent practical experience considered.




	Physical Demands

	The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.
· While performing the duties of this job, the employee is regularly required to talk and hear. The employee frequently is required to stand; walk; has full dexterity of hands and arms.
· This position requires the ability to occasionally lift office products and supplies, up to 30 pounds.
· No travel with overnight stay expected.




	Additional Information

	Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at any time with or without notice.

The Master’s University & Seminary does not discriminate on the basis of, or combination of, race, color, national origin, ancestry, gender, age, marital status, veteran status or prior military service, medical condition, or any physical or mental disability. We are committed to practicing principles of equal employment opportunity and diversity based upon sovereign Biblical principles.
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