
 

 

Event and Communications Coordinator 
Renewal Ministries Northwest 

P.O. Box 12243, Mill Creek, WA  98082 
Email: renewalministries@live.com - Phone: 425.361.7953 

www.renewalminnw.org 
 

 
Renewal Ministries Mission 
Our mission is to engage people in transformative encounters with Jesus Christ through prayer 
for life and mission. Through our various ministries, people can learn and experience how to 
engage in authentic encounters with God in prayer. Through scripturally-based teaching and 
time-honored spiritual practices people deepen in their knowledge of God’s love and learn to 
recognize and respond to the voice of Jesus every day. We do this in the context of guided 
prayer retreats, educational classes, and one-on-one meetings. 
 
Position Role 
The role of the Event and Communications Coordinator is to provide oversight and management 
of ministry communications, information, and events. This person works closely with the 
Executive Directors in the execution of ministry administration, programs and fund raising. 
 
Job Description 
This is a part-time position (15-20 hours a week). This employee supports ministry operations 
and events. Primary responsibilities include clerical support, management of ministry 
communications and information, coordinating sponsored events, and management of 
volunteers. He/she reports to the Executive Directors and works collaboratively (when needed) 
with board members, ministry associates, and other ministry partners. 
 
Responsibilities include but are not limited to the following: 

 Event planning and coordination in cooperation with program staff. Provide 
administrative oversight for ministry events from beginning to end (including retreats, 
educational offerings, fund raising events). Attend events when needed. 

 Provide oversight for all ministry communications/correspondence – printed and 
electronic (e.g., voice mail and email, publicity (MailChimp), newsletter, appeal letters, 
website management, social media, program brochures and handouts, etc.) 

 Provide oversight and management of Donor Data Base. 

 Maintain master calendar of ministry offerings, events, and meetings. 

 Assist the Executive Directors and bookkeeper with ministry finances  

 Oversee mailing projects (e.g., collaborate with contributors, graphic artist, printing 
service, prepare mailings, manage and coordinate volunteer team, post mailing) 

 Work collaboratively with the person(s) who handle information systems for the 
ministry (e.g., phones, computers, printers, website) 

 Clerical tasks (e.g., pick up mail, file ministry documents and records). 

 Order and pick up supplies for events and the office. 

 Attend seminars/webinars related to ministry needs, particularly Mission Increase. 

 Other related duties as assigned. 
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Educational Requirements and Work Experience 
Require a Bachelor degree.  Require computer, clerical, information management, and event 
planning experience.  
  
 
Qualifications and Skills 
The person assuming this role will have these competencies and qualifications:  

 Event planning and oversight; extending gracious hospitality  

 Organized, focused, thorough, and attentive to detail. Works effectively and efficiently 
to accomplish tasks. 

 Interest, aptitude, and proficient in learning and using a data base management 
program. 

 Interest, aptitude, and proficient in the use of computer systems and software (e.g., 
website management, on-line communications, the Cloud, Microsoft Office, Publisher, 
Word, Excel). 

 Oral and Written Communication Skills. 

 One who is eager to listen, love and serve those he/she encounters. 

 Able to work effectively with others, particularly volunteers, in getting work completed 
by motivating, encouraging; inspiring trust and loyalty. 

 Build and maintain effective relationships with others to successfully meet the ministry 
vision and goals of RMNW. 

 Works effectively and efficiently in a timely manner to accomplish tasks. 
 
 

 
Faith Commitment 

 Commitment to on-going growth in faith and relationship with Jesus Christ. 

 Participate in worship and learning opportunities, which cultivate growth in Christ. 

 Be a prayerful spiritually discerning person who seeks to be led by the Lord Jesus Christ.  

 Commitment to engage, encourage and equip individuals and Christian communities in 
their faith in Jesus Christ, especially through prayer. 

 
Compensation 
This is a part-time position at 15-20 hours a week. We offer an hourly wage of $18.00-$20.00 
(depending on experience) plus 7.5% (FICA).  Reimbursable expenses and mileage related to 
sponsored events. 
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