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COMMUNITY MINISTRIES 

SITE COORDINATOR 
 

Position Assignment 

 Title:  Site Coordinator 

 Organizational Unit:  Community Ministries  

 Recruited by:  Director of Community Ministries 

 Approved by:  Vice President of Community Ministries 

 

Working Relationships 

 Reports to:  Director of Community Ministries 

 Staff Team:  Community Ministries team and all STCH Ministries staff  

 

Basic Functions 

The Community Ministries Site Coordinator plays a front-line role in serving individuals in need. The Site 
Coordinator assists in recruiting, training, and leading volunteers to serve as facilitators and allies. They 
lead the effort in securing host locations for classes. Site Coordinators, along with Directors, cultivate 
ongoing relationships with facilitators and partners to ensure longevity of relationships. The Site 
Coordinator works with the Director of Community Ministries, volunteers, and STCH Ministries staff to 
foster social, personal, and spiritual growth for individuals through the STCH Ministries equipping 
courses. 

Basic Responsibilities 

1. To meet and maintain STCH Ministries standards and goals, as outlined by the Director of 
Community Ministries and the Vice President of Community Ministries.  

2. To work with the Director to execute the regional ministry plan that is consistent with the 
mission, vision, and values of STCH Ministries.   

3. To help cultivate relationships with local churches and non-profit organizations to host equipping 
courses and raise awareness of all STCH Ministries programs. 
 

4. To coordinate the administration of classes and other supports as needed. 
 
5. To serve as an active facilitator, teaching classes each trimester and maintaining any necessary 

certification to do so (dependent on the number of classes offered). 
 
6. To collaborate with the Administrative Assistant, including maintaining data, certifications, 

classes, budgets, and other required reports. 
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7. To serve as a Christian minister of reconciliation to each client. By encouraging people to seek a 

relationship with Christ by applying the Word of God and principles learned in equipping courses. 
 

8. To collaborate with the Administrative Assistant, including maintaining data, certifications, 
classes, budgets, and other required reports. 
 

9. To conduct surveys that capture success measurement outcomes for equipping courses. 
 

10. To assist the Director of Community Ministries by helping to anticipate expenses and operating 
the ministry in accordance with the budget. 
 

11. To establish and maintain constructive and cooperative interpersonal relationships with STCH 
Ministries staff and volunteers. 

 
12. To perform all other duties as assigned. 
 

**A standard 40-hour work week is normal; however, flexible hours and overtime may occur. 

  

I, the employee, have read, understand, and agree with the position description for Site Coordinator. 

 

 
           
Employee Signature      Date 
 
 
           
Employee Supervisor Signature     Date 
 


