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MEDIA




Pre-Production Assistant


Time Commitment: Flexible (Weekdays)
The Role


Primary Role:  Provide support to Media Ministry Administrative Assistant during the week in preparation for each weekend service.

Primary Skills: Administration, gift of helps, strong organizational skills, enjoy “office” work 
The Responsibilities


(Help copy and organize production notebooks for all campuses each week

(Email out orders of service to appropriate people 

(Prepare Campus Folders for each campus each week

(Contact crew members to inform them of being scheduled or asking if they can work a position 

(Power Point input and printouts

(Help “set the table” each week for the production crew

(Provide overall support to Media Production Manager

(Be Flexible

(Have Fun!  







