
CityLights Church is looking for a Coordination & Administration Ninja to serve as an: 

Office Administrator & Sunday Gathering Logistics Coordinator 
This is a Maternity Leave Replacement Role. 

10-12 hrs per week.  Self-driven role participating in a team environment focusing on: 
i. Sunday Gathering logistical coordination. 
ii. General office administration. 
iii. Church communication (i.e website updates, email newsletter).  

May 1, 2020 is the ideal start date.  Role continues until June 15, 2021.  

Here is some more information: 

Some skills and behavioural patterns that would fit this role well: 
• Takes initiative and self-driven. Works hard and enjoys challenge. 

• Loves the local church and wants to see people come to know Jesus and disciples multiplied. 

• Strong skills in organization & task management. Must be mature with the ability to follow a consistent 
system but organize oneself and assist others.   You love to-do lists and getting stuff done. 

• Capable writing and grammatical skills for communication.   

• Takes direction well and able to be flexible in a team environment.   

• Adequate skill in pages, excel, and powerpoint.   

• Familiar with technology and online systems or able to quickly learn.  Systems we use: planning centre, 
proclaim, nozbe task management, and church plant media (all are pretty easy to learn). 

• Strong relational skills.  Able to direct conversations, confirm roles, and follow-up w/ care and joy but also 
focus and clarity.   

• Basic design skills, i.e able to put together a poster, slide, or handout that doesn’t look like 90’s clip art (there 
are templates and online tools to help). 

• Punctual and consistent.   

Requirements for this Role: 
• One must be of quality Christian character and align theologically and philosophically with CityLights Church 

and be an active participant in church life.  Consistent participation on Sundays is required. 

• Encouraged to not only be involved and serve but to grow as a disciple-making disciple and be a part of 
Life Community. 

CityLights exist to multiply disciples who make Jesus known in everyday life.  
• We are a Bible-loving, Spirit-led, Jesus-exalting, risk-taking community who want to see Jesus made known 

not just on Sunday but everyday.  We aren’t focusing on having church but being the church.  Join the 
journey. 

Weekly Rhythm  (moderate flexibility on this which could be discussed) 
• Sundays 8:30-10:00am for setup, prayer, etc.  
• Two consistent partial office days (i.e 11:30-2:30 Wednesday and 10:30-3:30 Thursday). 
• Remote Saturday Gathering Prep (30-60 minutes of final prep for Sunday from home). 

Please email brett@citylightschurch.ca for more information or to apply. 
www.citylightschurch.ca 

mailto:brett@citylightschurch.ca


An opportunity for growth and to make a difference 
• This role includes participation with a fun and dynamic staff and leadership in a newer, growing 

church.  There is opportunity for growth, impact, learning, and personal development.  
• Includes the opportunity to participate in an conference once a year for inspiration and 

development where registration and travel is covered.  
• Includes regular dialogue with development coaches/mentors.  We will help you grow. 
• Though this role is focused and temporary, there is the potential for future involvement and the 

pioneering of new ministry areas.  We want to equip people for kingdom impact and disciple-
multiplication.  

Compensation 
• Pay is based on average administrative roles and dependent upon experience, specific benefit-

bringing skills (i.e graphic design or event planning background).  
• There will be a three month trial period for the role upon which the fit of the role, hourly 

compensation, and monthly responsibilities will be evaluated.  
• Vacation pay will be provided.  The person can miss three Sundays per calendar year and make 

up the hours.  One can choose to take up to three weeks off per calendar year without pay 
(excluding September).  Bonus of week between Christmas and new years being off with pay. 

Some Important comments on CityLights Leadership Culture: 
• Humble - “we will vacuum.”  Nothing is beneath us and we don’t get too important to vacuum, 

help a friend move, or stack chairs.  We get low to lift others.  We are about mission over position. 
• Hungry - “we make it better.”  We want to see growth,  impact, fruit, and multiplication. We work 

hard, giving our best to Jesus’ kingdom to make things better.  Because we are hungry, we 
appreciate challenges and are open to risk, change, and creativity.  We are hungry to make it 
better and our neighbourhood, company, team, and church are better because of us. 

• Happy - "we bring life.”  We aren’t humbly serving and generously loving to make things better 
from a bleak perspective.  We are happy to love and serve.  We bring life to our community, our 
neighbourhood, our team, and our church.  We want to give our all to Jesus and have fun while 
doing it. 

• Honouring - “we speak life.”  We want to lift others up with our words. We protect unity, avoid 
gossip, and choose to honour publicly and have courageous conversations privately.  


