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#10 President Magsaysay St., Industrial Valley, Marikina City 1802

               Email your resume to ramonasimons@gmail.com

STAFF OPENING FOR 180 DEGREES MUSIC TEAM
                              Part time: Secretary/Bookkeeper
                                                        JOIN OUR VISION! 
 

· Mobilize youth for cross cultural missions to reach major countries in Asia where the Gospel is not known. 

· See how God is raising up a passionate army from the "NOW" generation in the Philippines to move out all across Asia. God is working! 

 

 

                                                         STAFF PROFILE
 

· EXCEPTIONAL IN CHARACTER -- person of integrity
· COMMITTED BORN AGAIN FOLLOWER OF JESUS CHRIST 
· GOOD TEAM PLAYER, EMOTIONALLY MATURE, DEALS WITH CONFLICT APPROPRIATELY
· INTERESTED IN  YOUTH RELATED MINISTRY 

· PASSIONATE ABOUT CROSS CULTURAL MISSIONS (or willing to undergo training) 

· TRAINED WITH  EXPERIENCE IN SECRETARIAL, BOOKKEEPING, LEGAL/GOVERNMENT REQUIREMENTS

· MUST HAVE GOOD PEOPLE SKILLS

· COMPUTER LITERATE 

· FLUENT IN ENGLISH, BOTH WRITTEN AND ORAL

 

 

                                             JOB DESCRIPTION

· Manages the office work (day to day operations, correspondence,  meetings, follow up, 

· May assist in one Fund Raising Project each year. (in partnership with the staff, parents, and board)

· Pays bills, receipts money, prepares financial reports, banking, 

· Yearly Budget work

· Yearly Tax preparation with accountant (may involve ledger recording)

· Attends weekly staff meeting

· May attend board, parents, pastors meetings when needed (occasional basis)
· Legal Work- SEC, BIR, etc

· Errands for office supplies, PO, equipment/instrument repair, etc

· Assists in setting up for weekly rehearsals

· Logistics for ministries (in consultation with Assistant Director) (drivers for vehicle,  travel details, financial prep,) 
· Set up Office systems as needed

· Keep computer files completely updated

· Prepare for  Board meetings-before and after (agenda, minutes, reports, etc)

· Give office support for Director and Assistant Director (coursed through Assis Director)

· Oversees the Ministry Vehicles: registration, repairs, etc

                                               OTHER

· Valid unexpired driver’s license with driving experience a plus or can commute with complete ease and confidence

· Part time, 3 days a week  (office open Tues-Friday-choose any 3 days)
· Paid on a per day basis to start,  with required government benefits
· Transportation allowance  

· Responsible and accountable to the Assistant Director

· Will be trained and oriented to 180 Degrees during which a few Sunday afternoons will be required to attend rehearsals and observe the ministry in action.
 

 
NOTE:  The above duties will be held loosely and re-evaluated in 3 months.   

