
DISCIPLESHIP / OUTREACH ASSISTANT  

Function 

To provide administrative support to Discipleship Team and Outreach Director. 

Authority 

To plan and execute an organized schedule relative to stated responsibilities. 

Reporting 

Reports directly to the Discipleship Minister and Outreach Director. 

Role 

Staff member who is responsible completing assigned tasks from the Ministries they serve as 

outlined below. 

Hours 

15 hours/week, days TBD  

Responsibilities 

1. Model a friendly and inviting spirit. 
2. Balance assigned tasks with attentiveness to incoming calls and walk-in visitors. 
3. Timely completion of all tasks as assigned by Discipleship Team and Outreach 

Director. 
4. Occasional backup support to the Administrative Team when reception staff is 

sick or on vacation. 

Job Products 

1. A friendly and professional office environment. 
2. Good staff relations and integration of effort. 
3. Discipleship and Outreach Ministries that feel well supported and assisted. 
4. A staff that feels their coworker is organized, reliable, and takes a proactive 

approach in visioning upcoming tasks. 

 

 



We’re looking for 

1. A spiritually and emotionally healthy person reflecting the leadership character 
traits of 1 Timothy 3 and Titus 1. 

2. An honest, responsible, and dependable person. 
3. Someone who is passionate about people coming to know Christ and growing in 

Him. 
4. An individual who enjoys being creative, forward-thinking, and building 

community relationships. 
5. Solid organizational skills for planning, and meeting deadlines with a high 

production output.  
6. The ability to enthusiastically approach and learn new tasks. 
7. Relevant experience with clerical responsibilities: keen attention to detail, high 

level organizational skills, experience with Excel, databases, familiarity with 
simple graphic design work in Publisher. 

8. A mature, self-sacrificing team player who is committed to both the success of 
the church as a whole and of others. 

9. A full agreement with Windsor Road’s doctrinal statement and teaching. 

Contact 

Please email your resume with references to careers@windsorroad.org. 
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