
Assistant to Worship Arts Department                                                                                          
Reports to: Lead Worship Arts Pastor and Associate Worship Pastor 

Part-Time 29 hours/week 

Church Size 1800-2500 
 

POSITION SUMMARY 
To provide administrative support to the Lead Worship Arts Pastor, Associate Worship Pastor, 
and the Worship and Media/Tech Ministries. 
 

PERSONAL REQUIREMENTS 
 Growing and vibrant relationship with Jesus Christ. 

 Godly marriage and family (if applicable). 

 Contributes to the spirit of unity among the staff and congregation. 

 In agreement with and possesses a heart to support First Free vision and values. 

 Able to abide by First Free staff culture values. 

 Functions well as a team player. 

 Ability to work with, take direction from, and submit to the authority of the Lead Worship Arts Pastor & 

Associate Worship Pastor. 

PERSONAL QUALIFICATIONS  
Investment: To be invested in and passionate about the things God is doing within the worship arts ministry at First 
Free. Available weekly during daytime hours for admin duties and occasional nights/weekends for worship related 
events. 
 
Administration: Has high aptitude in administrative tasks and duties. Must be organized, proactive, a self-starter, and 
punctual. 
 
Composure: To stay calm, poised, and effective in stressful or difficult situations; adjust quickly to changing situations. 
 
Initiative:  To recognize and assume responsibility for work that needs to be done; to persist in the completion of a task, 
and leave things in better condition than how they found them.  
 
Judgment & Foresight: To discern what is appropriate, practical, and realistic in a given situation; to weigh relative 
merits of competing demands. To discern and predict potential outcomes with care. 
 
Resourcefulness: To formulate creative alternatives or solutions to resolve problems, to show flexibility in response to 
unanticipated circumstances. 
 
Creative Insight: To be able to discern the difference between what is aesthetically pleasing and visually distracting 
within the worship environment. 
 
Interpersonal Skills: To be confident and competent in interacting and communicating daily with pastors, staff, 
volunteers and members of the congregation. 
 
Technology Skills: To be equipped with excellent computer and data entry skills (Microsoft Word, Excel, PowerPoint, 
Publisher and databases) with an above average ability to learn and master new technology and software. 
 
Boldness: Walk confidently in the shoes that God made only for you to wear. 
 



 
PRIMARY RESPONSIBILITIES 
 

A) Administrative Support Responsibilities 
 Assist with administrative functions and initiatives related to the Worship Arts Ministry, under the direction of 

the Worship Arts Pastor and Technical Systems & Productions Manager. 
 

 Examples of duties: Coordinating and managing calendars/schedules, maintaining Planning Center (people, 
resources, songs files, video files, etc.), maintaining and organizing worship/tech rooms (green room, stage, 
worship arts offices) filing, data entry, typing, photocopying, ordering resources, processing general 
correspondence, coordinating food/refreshments for worship and tech teams for weekend services, attending 
or leading meetings, volunteer support, and other various administrative duties as needed. Maintaining stock 
count for merchandise for First Free Music. Assist with event managing in regards to worship specific related 
events (Night of Worship, Worship Community, weekend services, etc). Oversee communion set up/tear 
down/scheduling for Nights of Worship/Prayer. Budget facilitation; collection and submission of receipts for 
purchases made through worship arts/First Free Music. 

 
B) Worship and Media/Tech Support Responsibilities 

Assist with support needs specific to the Worship and Media/Tech Ministries. This includes using and maintaining 
software and hardware which is designed for specific music, technical and media needs. 
 
Examples of duties: Printing chord charts, maintaining music files and databases, aiding in the assembling of 
visual presentations for worship sets, working with media related to the worship services (and other ministries 
as required) such as ProPresenter presentations, video, audio and other special needs, generating and 
distributing cue sheets (lighting, service flow, etc.), maintaining copyright needs, supporting church-wide media 
needs through maintaining, testing, and setting up equipment, overseeing , assisting with lighting cues, set 
transitions, set design, and other support responsibilities as needed 

 
C) General Team Responsibilities 

 Participate in activities and projects related to being part of the First Free staff team. 
 

Examples of duties: Attend staff meetings and staff activities and willingly work with other employees on  
long-term and short-term projects as needed.  This includes working closely with staff and leaders in other 
ministries to support their media and tech needs. 

 


