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OPERATIONS ADMIN
LIFEPOINT LOUISVILLE

JOB DESCRIPTION
· This position provides administrative support for Lifepoint Louisville and also serves as the primary Operations representative between Lifepoint Louisville and Lifepoint Church’s global operations department. Responsibilities of this position include, but are not limited to:

· Serves as a part of the Lifepoint Louisville campus team and provides on the ground support as needed or requested to support the execution of Sunday services or events during the week.
· Provides the Campus Pastor as necessary, with special emphasis on the execution of Sunday services.
· Oversees the Campus Admin function, ensuring the quality of data entry and management of process queues within Lifepoint’s CRM database platform.
· Assists in monitoring spending activities for the campus are within the budgeted allotments and working with campus staff to ensure that expenses are submitted in compliance with the deadlines set by Lifepoint’s Finance team.
· Submits Facilities and IT tickets/requests as necessary and communicates with Lifepoint’s global teams to work towards satisfactory completion.  The Ops Admin may need to contact local vendors at the direction of the Facilities Manager.
· Coordinates with Lifepoint’s Resource Center Manager, as necessary, on the procurement of supplies and resources required for Sunday morning programming.
· Provides certain office management and administrative functions, including making sure that office supplies are available, overseeing office schedules, and helping complete some administrative documents as may be requested by Lifepoint’s HR department.
· May be asked to participate virtually in various weekly, semi-monthly, or monthly meetings at the request of Operations teams.
· Other duties as assigned

· The ideal candidate will develop or possess a sound understanding of Lifepoint’s operational functions with the ability to provide strong customer service and work well with other teams. They must be integrous, reliable, organized, and self-driven weith a high level of attention to detail. They will have a high capacity for accomplishing tasks with minimal supervision or direction and will be a forward-thinking individual with the ability to anticipate future needs.

· Requirements for this position include:
· Proficiency in Microsoft Office and Excel
· Strong written communication skills

Full-Time:  Su-Th
Hard-Line Reports To:  Campus Pastor, Lifepoint Louisville
Dotted-Line Reports To:  Operations Department (exact person TBD)
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