Minister Care & Communications Coordinator
Indiana District Assemblies of God
Grade: 7 | Status: Hourly, Non-Exempt 
Position Summary
The Minister Care & Communications Coordinator is a project management–focused administrative role that serves as a central coordination point for district care, communications, and media initiatives. This position functions as a nerve center, coordinating people, resources, information, and timelines to ensure that minister care systems and district communications projects move forward effectively. The Coordinator does not provide pastoral care directly, but coordinates care within district leadership and relational networks, manages and maintains the district CRM, and is responsible for district communications, applying established communications knowledge and skills to manage projects that clearly and consistently communicate the vision, direction, and priorities of the district to ministers and churches. This role requires familiarity with communications technologies, platforms, and workflows, and includes coordinating contractors, vendors, staff, tools, and other resources to meet ongoing communications needs.
Key Responsibilities
Coordinate and support minister care efforts, including regular check-ins, relational networks, and referral to district resources
Track and manage care-related follow-up, communication, and documentation
Coordinate communications and media projects for district events and initiatives
Manage timelines, task lists, and deliverables for media, communication, and care-related projects
Support video, audio, graphic, livestream, and digital content production from planning through execution
Assist with CRM and digital systems used for minister care, communication, and resource access
Coordinate setup and support for sound, media, lighting, and technology at district events
Maintain media equipment, software subscriptions, and digital assets
Provide administrative and logistical support to ensure projects are completed on time
Knowledge, Skills, and Abilities (KSAs)
Working knowledge of basic project management principles, including scheduling, task tracking, and follow-through
Basic experience with digital communications, social media, website content, and media tools
Ability to coordinate multiple projects simultaneously while maintaining attention to detail
Comfort learning and using CRM systems and digital communication platforms
Strong interpersonal skills with the ability to communicate clearly, professionally, and pastorally
Organizational skills sufficient to manage confidential information and sensitive pastor care needs
Ability to work independently while collaborating with supervisors, staff, and volunteers
Alignment with the mission, values, and ministry context of the Assemblies of God
Work Environment
This position is based at the Indiana District Office in Indianapolis. Occasional evening or weekend work is required for district events, with limited in-state travel.
