	Job Description

	Job Title:


	 Worship & Production Admin Assistant (MA)
	Department:
	Creative Arts |
Worship & Production

	Reports To:


	    Worship Admin | Lead Worship Director 
	Effective Date: 
	8/1/2023

	Position Summary

	Support the Worship & Production Admin weekly office duties & Worship & Production Director in prep for Wednesday services. 


	Responsibilities

	· Inspire excellence, release potential and model authenticity through abandoned worship. 
· Always be innovative and self-starting, and value team-based ministry, bringing a positive, upbeat spirit to the team.
· Work in concert with the Worship & Production Admin & Lead Worship  & Production Director, and Associate Production Director to support the vision and direction of their ministry. 
· Responsibilities include: scheduling in PCO, check requests, team communication, data integrity, PCO upkeep, receipt management, etc. 
Secondary job responsibilities include but are not limited to:

· Assist with miscellaneous department duties as requested by the Experience Pastor.



	Supervisory Responsibilities

	Oversight of volunteer team/s.
Strategic, tactical and logistical decisions within approved assigned worship scope.


	Anticipated Time Commitment

	· 11-14 hours in addition to Oaks College programming



	Education & Experience

	· Experience in worship leading is required.
· Experience in musicianship skills is required.
· Experience in leading teams and developing people is required.



	Required Skills/Abilities

	Proficiency in various operating systems such as Mac and PC is required. 

Proficiency in music production software (Ableton Live, Logic, Pro Tools, Reason)
Proficiency in playing a lead instrument (Keys or Guitar)


	General Expectations:

	· Commitment to continual growth in personal spiritual life and relationship with Christ

· Attend Tuesday Staff Prayer Meetings, All Staff Meetings, “All Hands On Deck” Events

· “Serve One and Attend One” at weekly Oaks Church Sunday services.

· Support the vision, values and ministry of Oaks Church through tithing, serving, etc.

· Proactive thinking and willing to learn and train others

· Model a Godly life for volunteers

· Be teachable with a humble and submissive attitude

· Maintain all information confidential (about staff, projects, property, members, etc.)


	FLSA Status:  (HR use only)



