

Title of Position:
Director of Technical Ministry 
(15 Hours Week)


SECTION I:
GENERAL INFORMATION

Mount Olivet Methodist Church is located in Manteo, North Carolina at 300 Ananias Dare Street.  The town of Manteo is located in the Outer Banks of North Carolina on Roanoke Island. Mount Olivet’s vision states that As Disciples of Christ, we will passionately follow the leading of the Holy Spirit as we unite to promote and nurture spiritual growth among all God’s Children

SECTION II:
DUTIES AND RESPONSIBILITIES
The expansion of Mount Olivet requires that this position support the staff and congregation as a whole, through the use of media and technology. The Technical Ministry will do this by serving, training, equipping, and developing technically skilled leaders to ensure all audio and visual presentations in all ministries are creative and God-honoring, enhancing the worship and learning experiences for all ages of those who attend Mount Olivet.

The Director of Technical Ministry is responsible for overseeing all technical equipment e.g., sound systems, projectors, computers, phones, network equipment, etc. and identifying and proposing solutions to technical problems that appear on site. Responsibilities include; maintaining inventory of technical equipment and software used, providing technical support for worship services and special events at the church, maintaining all technology and communication equipment so that it is up to industry standards for networking, licensing, and protection compliance, overseeing web-presence and digital communication; and planning, preparing, and working within the budget for the technical needs of the church. Work is evaluated through observation, conferences, and the quality and effectiveness of work completed.

A. 
Sound Engineering and Video Presentation   50%

An employee in this position works closely with a variety of people internal and external to Mount Olivet; including the Director of Music Ministry, Director of Children’s Ministry, Pastor, Worship Chair, and Brides which necessitates good interpersonal communication skills. This position involves operating and maintaining a sound system for 300-person sanctuary including on-the-fly troubleshooting. Skills required include extensive knowledge of the function and operation of Analog and Digital audio consoles, large room audio systems, video displays, projectors, manned/remotely operated cameras, wireless/wired microphones, DI boxes, and knowledge of sonic balance of a variety of musical ensembles (bands, vocalist, choral, etc.) and effective utilization of EQ and effects. Additional experience includes working with presentation software (Mediashout, PowerPoint, etc.)

 B.  
Web Development and Video Production 10%


The Director of Technical Ministries is responsible for updating the website weekly to coordinate with the information given in the church bulletin and sermon and ensuring the website is kept up to date through the use of various means of gathering data, including the use of the information given in the Church Newsletter and with all information given by the various ministries to be posted. This position involves creating and producing videos as requested by various ministries to help promote and share the work of Jesus Christ within the church. Software requirements for an employee in this position include but are not limited to:

Software

●
Google Mail, Apps Drive, and Google Admin Panel

●
Proficiency in installing software and applications to users standards

●
Microsoft Office Suite

●
Various antiviral/malware programs (Avast for Business, AVG, Malwarebytes, Hiren’s Boot CD, 
   cryptoprevent, etc.)

●
Mediashout version 4.5, 5, and 6

●
Adobe Acrobat XI

●
GIMP (GNU Image Manipulation Program)

●
Various video conferencing systems (Google Hangouts, Skype, FaceTime, etc.) 

C.
Maintenance of technical areas on site    10%


This position requires the need for areas within the Church to be kept highly organized, maintained, and ready for use in a proactive manner. Areas include, but are not limited to; the sanctuary, including the platform and sound/lighting booth; sound room; sacristy closet; and sound/equipment closet in music room. Additional spaces may include; Fellowship Hall(s) and select rooms for closed-circuit display of sanctuary services and rolling announcements.

D.
System Administration and Computer Hardware  
30%
This position sets up and maintains all equipment and hardware necessary for the administration of day to day operations of the church and staff, this includes being able to offer technical support on-site, via phone, email, or remotely. This position entails having a proficiency in setup and troubleshooting of cell phones and tablets. An employee in this position must have extensive knowledge of Windows operating system and some knowledge of iOS and Android, Polycom phones 300 and 400 models, computer assembly and maintenance and be capable of creating and deploying desktop images using Windows Imaging. Additional needs include familiarity with printers and telecommunication devices (Ricoh, Brother, HP, Dell, Netgear, Linksys). Additional administration and software requirements for an employee in this position include but are not limited to: 

Network Administration

●
Managing and maintaining file servers, routers (LAN and WIFI), and switches

●
Install and configure workstations for IP based LAN

●
Manage user permissions on file shares, including cloud based

●
Install and configure DHCP Client/server

●
Familiarity with domain name registration and DNS

●
Backup management, reporting, and recovery

●
Disaster recovery planning

●
Security administration port-level and service on switch and IP security on router.

●
Configure port-level on switch and IP security router.

●
General knowledge of Sonicwall Firewall

●
Familiar with IP-based video security system

●
Ability to maintain detailed documentation of entire network

SECTION IV:  ADDITIONAL CONSIDERATIONS
A. 
Time Requirements
As a member of the Music and Worship Arts Department The Director of Technical Ministries presence is needed for times of worship, practices, and special events as requested by their supervisor. These times may include Sunday morning-afternoon to provide audio and technical services, Sunday evening to provide audio support for Youth Praise Band, 
Wednesday and Thursday to perform general office duties, technical support, and project planning, 
Thursday night to provide audio support for Adult Praise Band. All other days be on call to provide technical and audio support e.g., help users with technical issues, help church members using church facilities and technologies, and provide sound engineering for special services and events.
B. 
Supervision Received

This position functions both independently and in conjunction with others.  The Director of Technical Ministry meets with the Minister and staff members weekly to set priorities and discuss overall goals for the week.  This position checks in with the Minister as the need arises.  
C.
Resources and Guideline Availability

The position must remain current with advances in technology that would work for the improvement of communication, administration, or other areas in which technology is being utilized. 
SECTION V:
QUALIFICATIONS REQUIRED

Additional Knowledge, Skills, and Abilities
Familiarity with web technology HTML and CSS

Knowledge of Wordpress website design software
Skilled with electrical hardware test equipment (multimeter, cable tester, signal tracer, etc.)

Skilled with common electrical and telecom tools (hand tools, wire stripper, RJ11/45 crimper, etc.)

Physical Requirements (ADA)
Must be able to perform the basic life operational skills of stooping, reaching, walking, pulling, fingering, grasping, feeling, talking, hearing, and repetitive motions. Must be able to perform moderate work exerting up to 40 pounds of force occasionally, and/or up to 10 pounds of force frequently, and/or a negligible amount of force constantly to pull, move or carry objects. Must possess the visual acuity to analyze data and figures, and to operate a computer terminal and calculator.

Minimum Education and Experience

High School Diploma and Demonstrated Work Experience  

