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Job/Tasks Description Scope List not limited to the following; 

  

  

• Management & Support  

• Bilingual (Spanish) 

• Recording managing and 
Protecting sensitive documents, 
items and establishments 
reported 

• Conducting individual & group 
training on processes  

• Workflow Delegation & Follow up 

• Creating, distributing, standard 
work procedures, practices & 
instructions when implemented 
and designed 

• Creating Registration Reports & 
Sharable links for events, 
workshops, and meetings 

• Evaluates, manages & tracks 
promoted surveys, registrations 
and reports 

• Support on board hiring and 
interview and exit processes  

• Examination of documents, 
schedules and planning  
 

 
 
 

 

• Recording critical and positive feedback, 
background checks, conversations and 
documents  

• Maintaining all sensitive records confidential 
and safe 

• Web Page Editing, publishing, distribution 
and drafting. 

• Office Mass Data, Device & connection 
application/network Administrator, trouble 
shooter and updater 

• Controlling and updating various operating 
systems, web environments/data servers 
and via communicators that are used by the 
Regional Office- (Microsoft office, Minister 
Data Base, DHM Data base, Alex, Giving Fuel, 
Constant Contact, Caspio, Social Networks, 
Regional Website, Regional Calendar etc.) 

• Examination of required/compliant minister 
records, and creating, drafting and 
distribution of certificates and invoices or 
requests 

• Serving as a hub and collaborating with 
partners, and clergy, lay leaders, volunteers, 
members, general public to achieve goals & 
objectives supported by the GKC Christian 
Church (Disciples of Christ) Region and Office 
of CC (DOC)  
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