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[bookmark: _Hlk118977369]JOB DESCRIPTION FOR: eCourses and Online Community Coordinator

[bookmark: _Hlk118977292]Regular Office Hours: 8:00 AM to 4:30 PM 		Position:  Full-time salaried 
							Location: On site - Rowlett, TX

Primary Objectives: This role ensures the effective management, growth, and engagement of our eCourses and online communities. The ideal candidate is mission-driven, skilled in digital platforms, and eager to create a supportive online environment for participants.

Responsibilities:
Oversee production, setup, and launch of eCourses and online communities.
Regularly update course content to ensure it remains relevant and aligns with objectives.
Monitor eCourse performance and gather participant feedback to identify areas for continuous improvement.
Engage with coaches and participants in discussions on Mighty Pro forums and through social media to cultivate a vibrant online community.
Respond as needed to participant inquiries, comments, and messages in a supportive manner.
Provide technical support for access and navigation issues on Teachable and Mighty Pro.
Create and distribute email updates and posts to keep the community informed about new courses and events.
Assist with marketing efforts for upcoming eCourses and ministry events.
Maintain accurate user data within the CRM system and other platforms, ensuring familiarity with various CRM systems may be necessary.
Generate and analyze reports on course participation and community engagement metrics for strategic enhancement.
Oversee the coordination and execution of course campaigns at ministry events, including the NEXT Conference and ICING Women’s Events.
Develop and lead coaches who facilitate courses, ensuring they have the resources and guidance needed to succeed in their roles.

General Requirements:
High School Diploma
Two years applicable working experience
[bookmark: _Hlk118974573]Exceptional organizational skills
Familiar with Canva, teachable, Mighty Networks, Hub Spot a plus
Excellent verbal and written communication skills
Highly self-motivated and detail-oriented
Ability to multi-task, prioritize, and manage time effectively
Able to work overtime on an “as needed” basis
Familiar with Terri Savelle Foy Ministries and resources
Provides solutions, consistent learner
Born-again believer, filled with the Holy Spirit and must adhere to the doctrines of this organization as upheld by Terri Savelle Foy and her appointed representatives
This job description is not intended and should not be construed to be an exhaustive list of all responsibilities, skills, efforts and working conditions associated with this position.  It does, however, reflect the principal job elements of this position.  This job description does not constitute a contract for employment.
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