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EVENT COORDINATOR





Perrow Church Family and Youth Ministries 
 

“The Perrow Family and Youth Ministries mission is to both encourage and equip the parents, caregivers, 
and congregation in fostering the commitment to Christ, the commitment to the body of Christ, and the 

commitment to serving Christ, among children and youth in Cross Lanes and beyond.” 
 

Job Title: Event Coordinator 
 
Job Purpose: The primary purpose of an Event Coordinator is to serve in conjunction with the Family 
and Youth Steering Committee, the Director of Family and Youth Ministries, and the Family and Youth 
Administrative Assistant, in researching, implementing, and evaluating events in accordance with the 
Family and Youth Mission.   
 
Job Qualifications: An Event Coordinator should be someone recognized as a mature believer who is 
committed to Jesus Christ, committed to the Body of Christ, and committed to serving Christ within the 
local expression of His body at Perrow Church.  This individual should be gifted in and have a passion for 
administration.  Due to the duties that this person will be undertaking, it is asked that this individual 
have a basic knowledge of computer skills, such as Microsoft Word, Microsoft PowerPoint, Microsoft 
Excel, internet, and e-mail.  Also, this individual should possess basic research abilities.  
 
It is important to note that the Administrative Assistant is not required to, but is encouraged to, 
participate in the Family and Youth Ministries programs and events.  Finally, the Job Duties listed below 
can be negotiated and changed if necessary.         
 
 
Job Duties: 

1. Schedule the Event: 
a. Determine Date (Event planning should begin 3 to 12 months prior to the event date) 
b. Event Start Time 
c. Event End Time 
d. Parent Pick-up Time 
e. Set-up and Clean-up time 

 
2. Determine Food: 

a. Determine person responsible.  This can be the Event Coordinator or another individual, 
or group that has been personally recruited by the Event Coordinator. 

b. Determine number to be served. 
c. Determine number of meals (Breakfast, Lunch, and/or Dinner).   
d. Determine menu for each meal. 
e. Determine food costs. 
f. Food costs should be determined no later than two and a half months out from the 

event.   
 
 
 
 
 



Job Duties Continued:   
3. Transportation: 

a. Determine person, or persons responsible.  This can be the Event Coordinator, or 
another individual, or group that has been personally recruited by the Event 
Coordinator.  

b. Determine number of seatbelts needed 
c. Determine number of drivers, vehicles, or rentals. 
d. Determine cost of transportation by determining the costs of renting a vehicle(s) and/or 

by determining how much to reimburse volunteers per mile.    
e. Matters involving transportation should be finalized no later than two and a half months 

out.   
 

4. Publicity 
a. Determine the means of publicity to be used in order to promote the event.  This 

includes the following, but is not limited to: 
i. Family and Youth Newsletter 

ii. Church Bulletin 
iii. Website 
iv. Phone Tree 
v. Personal Phone calls through adult and youth volunteers 

vi. Mailers 
vii. Fliers 

viii. Radio 
ix. Announcements 
x. Posters 

xi. Schedule of Events.  
b. Determine RSVP process and collection to determine the number that will be attending 

any given event.   
c. Publicity Plans should be in place no later than two and a half months out from the 

event.   
 

5. Logistics 
a. Ensure that registration forms are provided in advance. 
b. Determine registration process to collect money and registration forms.   
c. Determine if medical release forms are to be used.   
d. Provide a budget summary of the event by determining cost, money to be raised, and 

the final income provided from the event.  
 

6. Recruitment: 
a. An Event Coordinator is charged with the responsibility of recruiting parents, caregivers, 

adults, and youth, to help lead and participate in the assigned event.   
b. All volunteers should be recruited no later than two and a half months out.   

7. Notebook 
a. Complete and fill out a notebook to be used for the next time the event is coordinated. 
 
 
 
 



Time Commitment: 
1. An Event Coordinator is asked to commit to fulfilling the requested job duties for the specific event 

that they are coordinating.   
2. An Event Coordinator will be requested to begin coordinating an event at least 3 months in advance.  

This expectation may vary depending upon the event.   
3. An Event Coordinator can expect to serve 5-10 hours over a period of three months in coordinating 

an event.   This expectation may vary depending upon the event.    
 

Supervision Received From: The Director of Family and Youth Ministries, Jesse Wisnewski.  The 
Administrative Assistant can expect the following from the Director of Family and Youth Ministries: (1) 
To be contacted once every two weeks for the purpose of encouragement and debriefing (2) To be 
properly trained, supported, and resourced with necessary materials in coordinating an event; (3) To 
meet for an evaluation at the end of the event; and most importantly (4) To be prayed for regularly. 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 


