
Western Theological Seminary 
Job Description 

 
Job Title Churches in Mission Grant Coordinator  
Department Formation for Ministry 
Reports To Churches in Mission Project Director (Shari Oosting) 
Work Schedule Fulltime: 40 hours/week  
Date August 2020-June 2024 
 
Summary of Responsibilities 
Assist in achieving the mission of Western Theological Seminary (WTS) to “prepare Christians 
called by God to lead the church in mission” by coordinating a major grant initiative. The project, 
Churches in Mission, is designed to walk congregations through a process of listening, 
discernment, gratitude, and mission engagement in their neighborhoods. The coordinator will 
assist in implementing all aspects of the grant project. 
 
Essential duties and responsibilities (Other duties may be assigned) 

• Facilitate the 5-year grant project under the supervision of the Project Director, including 
marketing, communication, recruitment, development, and execution of the project. 

• Support on campus and virtual gatherings with event leaders and congregational teams. 
Extend hospitality to guests and leaders. Represent WTS to congregational laity and 
leadership at gatherings. 

• Coordinate schedule, travel, and logistics for Project Director and Director of Research 
and Learning. 

• Curate resources around communal discernment and local mission. Create and distribute 
monthly newsletter and social media communications. 

• Coach congregational teams individually and in affinity groups throughout the discovery 
and engagement process. WTS will cover the cost of training as needed and coaching will 
be provided for the first year. Share learning with Churches in Mission team. 

• Organize and maintain project management system and internal communication with 
other WTS departments. 

• Track expenses and draft preliminary budget and narrative reports related to the work of 
the project. 

• Occasional travel required to visit exemplary and learning congregations. 
 
Knowledge and Abilities 

• Appreciation for congregational ministry in diverse contexts. 
• Ability to work collaboratively on the project’s implementation and independently on 

tasks and organization. Must be a team player, meet deadlines, and delight in detail work. 
• Capacity to navigate conversations partners across denominational, geographic 

boundaries.  
• Ability to effectively connect both in person and by digital communication. Exceptional 

verbal and written communication skills. 
• Demonstrated ability to design gatherings for program participants that is hospitable, 

engaging, and educational. 
• Experience in Microsoft Office, MailChimp, Asana, and SurveyMonkey or similar software 

preferred. 



 
Qualifications 

• Master of Arts or Master of Divinity required 
• Three or more years’ experience in congregational ministry or in program coordination / 

management required 


