
 

JOB DESCRIPTION  
 

 

JOB TITLE | Facilities Assistant  

MINISTRY | Facilities  

REPORTS  TO  | Facilities Lead  

STATUS | Full  Time | Hourly  Position  

 
SUMMARY  OF  CONTRIBUTION  

• The primary responsibility of this position is to lead and execute room setups, ensuring that every 

environment is ready, welcoming, and conducive to ministry. This role also supports the Facilities Lead 
with general facility needs and maintenance tasks as  needed. The Facilities Assistant will rotate regularly 

between campuses to provide consistent support, ensuring all facilities are well -prepared and fully 
operational.  

 
RESPONSIBILITIES  

• Lead all room setups  for services, events, 

classes, and ministry gatherings (e.g., tables, 
chairs, staging, and equipment).  

• Review and follow setup details in Planning 

Center Online (PCO) , ensuring rooms are 
arranged accurately and on time.  

• Maintain clear communication with ministry 
leaders regarding setup needs and schedules.  

• Ensure all rooms are clean, organized, and 
ready before events begin.  

• Rotate among campuses  to provide support 

and coverage as needed.  

• Assist the Facilities Lead with maintenance, 
repair, or project needs when requested.  

• Support inspections and upkeep of facilities 
and grounds.  

• Help oversee vendor or contractor work under 
the Facilities Lead’s direction.  

• Maintain awareness of safety, occupancy, and 
fire code requirements.  

• Identify and communicate facility issues 

promptly to the Facilities Lead.  

• Collaborate with other departments to ensure 
smooth operations across all campuses.  

• Respond courteously and promptly to facility -
related needs and requests.  
 
 

 
 
 

 
EXPERIENCE DESIRED  

• High School Diploma required.  

• Associate’s or Bachelor’s degree preferred.  

• 2–3 years of relevant experience in facilities or 
maintenance required.  

• Experience in a church or ministry environment is 
highly preferred.  

• Additional education or training in facilities 

management is a plus.  

 

REQUIREMENTS  

• Strong personal commitment to Jesus Christ and a 
growing relationship with Him.  

• High level of professionalism and biblical 

character.  

• Excellent verbal and written communication skills.  

• Strong organizational and time management 

abilities.  

• Proven multitasking and problem -solving skills.  

• Attention to detail and initiative.  

• Ability to lift up to 50 lbs.  

• Willingness to work a flexible schedule, including 

weekends and holidays.  

• Ability to travel between multiple campuses as 
needed.  

• Proficiency in Microsoft Office 365.  

• Experience with Planning Center Online (PCO) 
preferred.  

• Demonstrated ability to manage multiple tasks 

and meet deadlines.  
 

 



WORK SCHEDULE  
• Full -time, 40 hours per week.  

• Must be available for weekends, holidays, and 
evening events.  

• Rotating schedule across all campuses  to 
support ministry needs.  

 

PREFERRED SPIRITUAL GIFTS  
• Service:  A heart to meet practical needs and 

serve faithfully behind the scenes.  

• Hospitality:  A desire to create welcoming, well -
prepared environments for others.  

• Teamwork:  A collaborative spirit that values  

 

 
 
 
 
 

 

 

 

 
 
 
 

 
 

     

 
 
BREIF  
We are seeking a Facilities Assistant who takes pride in creating spaces that enable ministry to flourish. This 
individual is dependable, adaptable, and detail -oriented —someone who works hard, communicates clearly, 

and serves with joy. They thrive in a tea m environment, support the Facilities Lead with excellence, and embrace 
flexibility as they rotate across campuses.  Above all, they model humility, integrity, and a heart to serve Christ 
through practical ministry, helping the church fulfill its mission to make disciples  and advance the Facilities 
Vision to create engaging, distraction -free environments for God’s glory.  

 

 
 
 


