PURPOSE: 
To plan and organize receptions at Glenkirk either for memorial services or weddings and to serve as backup to the wedding/funeral coordinator, as needed.
MAJOR DUTIES AND RESPONSIBILITIES:
1. Plan, organize, and supervise the details of the reception
2. Act as a liaison between the Funeral/Wedding Director and Deacon Ministry 
3. Obtain food and oversee food preparation the day of the event

4. Submit a room reservation and Set-Up Request

5. Supervise the deacons and volunteers in the following areas:  decorate 
   
     tables, receive and set out food items, and clean up following the reception.

NECESSARY REQUIREMENTS AND SKILLS:
· Good communication skills

· Sense of ministry, of doing Christ's work
· Enthusiasm, tact, self-confidence, sense of focus, flexibility
· Remember names and faces well
· Organization of time and information
· Thinking ahead, anticipating problems
· Multiculturally, ethnically, and denominationally sensitive
· Assertive with commercial vendors when necessary
· Ability to create an atmosphere of calm and warmth

· Be compassionate
· Be able to handle blended families well (or families who may be estranged)

· Be an active attender of Glenkirk Church
