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We Exist to love God and love people
by living and sharing the Gospel.

Job Overview
The Connections Assistant will assist the Connections Coordinator and the Vista Staff Team to 
connect guests and members within and across the church community. The successful 
candidate in this role will focus on providing connection-making and community-building 
opportunities and will do so in a timely fashion.

Reports To
The part-time ConnectionsThe part-time Connections Assistant reports directly to the Connections Coordinator.

Responsibilities and Duties
Responsibilities and duties of this job include but are not limited to the following:

Assist with data entry of weekly Connect Cards from services.
Assist Connections Coordinator with completing contact calls and emails, as well as 
2-month follow-up messages, for all “first-time guest” and “next steps” Connect Cards, 
including documentation of all contacts made.
Initiate and support back-end processes for outreach, including processing individuals into Initiate and support back-end processes for outreach, including processing individuals into 
and through all appropriate connection/follow-up workflows.
Facilitate delivery of weekly prayer requests to prayer team.
Complete other duties, as assigned.

Qualifications
Qualifications for this job include the following:

Available 10 hours per week (no less than 3 hours per shift) during the following blocks:
MondaMonday, between 9:00am and 2:00pm (a shift on Monday is required)
Tuesday/Wednesday between 9:00am and 3:00pm 
Thursday, between 9:00am and 2:00pm

Passionate love for the Lord, people, and a desire to serve in the local church
High attention to detail and strong organizational skills, including an ability to manage a 
variety of tasks
Able to type for extended periods with a proficiency in high WPM count
Exhibit excellent written, verbal, and interpersonal communication skillsExhibit excellent written, verbal, and interpersonal communication skills
Display strong work ethic, including being punctual and reliable to serve during the agreed 
upon hours while maintaining a healthy work/life balance
Positive attitude with a team player approach to tasks and responsibilities
Able to lift small packages of usually no more than 25 to 30 pounds

Vista Community Church Connections Assistant


