


      Mission Serve Summer Staff Application



Personal Information (Please Print)

Last Name _______________________ First Name _______________________ Middle Name________________________

Permanent Address ____________________________________________________________________________________

City ____________________ State ______ Zip ________________ Permanent Phone ______________________________

SSN:______________________________ Diver’s License # & State:_____________________________________________

Current Address (if different than above)____________________________________________________________________

City ____________________ State ______ Zip _________________ Current Phone ________________________________

Position Applying for (circle): Administrative Project Specialist        Technical Project Specialist          Gender ______________

Social Security Number _______________________________ Email Address _____________________________________

College Attending ________________________ Major _______________________ Date of Graduation _________________

Year in School _________________________ Position if not attending college _____________________________________
Have you ever been convicted of a misdemeanor or felony other than a minor traffic violation? _________________________

If yes, please explain ___________________________________________________________________________________



Work Experience


List previous two employers. Additional information, such as resume, can be attached.

Company Name ________________________________________ Title __________________________________________

Address _____________________________________________________________________________________________

Name of Supervisor _____________________________________ Phone ________________________________________ 

Beginning/Ending Dates __________________________________ Salary ________________________________________

Reason(s) for leaving __________________________________________________________________________________

Primary Responsibilities/Expectations _____________________________________________________________________ 


 ___________________________________________________________________________________________________

____________________________________________________________________________________________________

Company Name ________________________________________ Title __________________________________________

Address _____________________________________________________________________________________________

Name of Supervisor _____________________________________ Phone ________________________________________ 

Beginning/Ending Dates __________________________________ Salary ________________________________________

Reason(s) for leaving __________________________________________________________________________________

Primary Responsibilities/Expectations _____________________________________________________________________ 


 ___________________________________________________________________________________________________



Additional Information 
Projects run through all of June and July. Are you capable of completing an entire summer? Please list any potential conflict with these dates. ______________________________________________________________________________________

____________________________________________________________________________________________________

How would you describe your general health? ​​​​​​​​​​​​​​​​​​​​​_______________________________________________________________

____________________________________________________________________________________________________

Are you presently taking any medication? If yes, please list. ____________________________________________________

____________________________________________________________________________________________________

Where do you currently hold church membership? In what ways are you active there? _______________________________

___________________________________________________________________________________________________

___________________________________________________________________________________________________

Are you involved in ministry now? If yes, in what capacity? ____________________________________________________

___________________________________________________________________________________________________

___________________________________________________________________________________________________

Share your testimony/when you came to know Christ. ________________________________________________________

___________________________________________________________________________________________________

___________________________________________________________________________________________________

___________________________________________________________________________________________________

___________________________________________________________________________________________________

___________________________________________________________________________________________________

___________________________________________________________________________________________________

Why are you qualified for this position? ____________________________________________________________________

___________________________________________________________________________________________________

___________________________________________________________________________________________________

___________________________________________________________________________________________________

How do you deal with conflict? ___________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

How do you deal with authority? __________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

How could you contribute to team unity/dynamics? ___________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

Are you capable of leading worship? If yes, list any experience and what instrument(s) you play. _____________________

________________________________________________________________________________________________________________________________________________________________________________________________________

Technical Project Specialists
Please answer all of the following questions.  If you require more room, you may attach your answers on a separate sheet.

Describe any experience you have with video production/editing. ______________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

What equipment do you have experience using? Do you have access to equipment you could use in the summer? 

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

___________________________________________________________________________________________________

Describe any experience you have operating a soundboard. __________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________



Administrative Project Specialists
Please answer all of the following questions.  If you require more room, you may attach your answers on a separate sheet.

Discuss your proficiency with Microsoft Office. _______________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

List and describe any other computer programs that you are familiar with. _________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________



Contact Us
Applications are due November 15, 2011. You will be notified by February 1, 2012 if selected.

Mail completed application to:
Mission Serve




   
PO Box 1767





Cumming, GA 30028

For questions, call: 
    
1.888.421.4408, ext. 84



References
Please select two individuals as references. List them below. Reference should complete form, then return it to applicant in a sealed envelope. Envelopes should be submitted to Mission Serve with completed application.

Reference 1: pastor, youth minister, or campus minister

Reference 2: previous supervisor, teacher, or coach

Reference 1:

Name ___________________________________________ Title _______________________________________________

Employer ________________________________________ Work Phone _________________________________________

Home Phone _____________________________________ Email Address _______________________________________

Reference 2:

Name ___________________________________________ Title _______________________________________________

Employer ________________________________________ Work Phone _________________________________________

Home Phone _____________________________________ Email Address _______________________________________ 



Code of Conduct 
To protect all participants, Mission Serve can investigate the accuracy 

of all information provided by the applicant before selection.
I realize the Lord will use my skills and abilities to minister to participants of projects administered by Mission Serve. In order to serve and perform at the best of my abilities, I commit to:

· Seek spiritual renewal on a regular basis

· Contribute to the unity of the staff

· Attend all scheduled activities

· Fulfill the duties and requirements of my position

· Refrain from inappropriate and offensive behavior and language

· Refrain from the possession and consumption of alcohol and tobacco

· Not possess narcotics, pornography, or weapons

· Not engage in inappropriate relations or conduct with participants, staff, or band members during their missions experience

· Adhere to guidelines as set forth by Mission Serve

By placing my signature below, I affirm all information given in this application is correct and complete. I understand that if any information is found to be false, it could result in removal from consideration or termination if previously selected. I agree to immediately inform Mission Serve of any statutory convictions or any situation that could hinder the fulfillment of my responsibilities.

I authorize any investigation necessary to confirm the truthfulness of information supplied on this application, including the contact of any relevant person or organization.  I understand that by signing this application I am authorizing Mission Serve to conduct a background check.

I have read and understand the Code of Conduct and agree to abide by it.

Signature _______________________________________________ Date________________________________________

Reference Form

Confidential Reference Form For: _________________________________________________

Please be as objective as possible in your evaluation of the applicant. The reference form is of the most use when filled out truthfully. Involvement with summer missions requires a genuine heart and spiritual maturity, and the information you provide will help determine if the applicant is qualified. Upon completion, return form to applicant in sealed envelope.

Your Name ________________________________________ Position ___________________________________________

Address _____________________________________________________________________________________________

City ____________________ State ______ Zip ________________ Permanent Phone ______________________________

Relationship to the Applicant __________________________________________ Length of Relationship ________________

How well do you know the applicant? (circle)
not well 1  2  3  4  5  very well

How much contact have you had with the applicant in the past year?  irregular 1  2  3  4  5 daily

Rate the applicant on the following characteristics:




Low       High







Low        High

Creative


1  2  3  4  5




Cooperation

1  2  3  4  5

Communication Skills
1  2  3  4  5




Organization Skills
1  2  3  4  5

Leadership

1  2  3  4  5




Maturity


1  2  3  4  5

Church Involvement 
1  2  3  4  5




Punctuality 

1  2  3  4  5

Prayer Life

1  2  3  4  5




Personal Appearance
1  2  3  4  5

Sharing Faith

1  2  3  4  5




Teamwork

1  2  3  4  5

Christ-likeness

1  2  3  4  5




Task Oriented

1  2  3  4  5

Temper


1  2  3  4  5




Ability to Delegate
1  2  3  4  5

Well mannered 

1  2  3  4  5




Social Acceptance
1  2  3  4  5

Why do you think the applicant is qualified for summer missions? ______________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ Please discuss any other information you believe relevant. ___________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Thank you for aiding in the hiring process.

Signed ___________________________________________________ Date ___________________________________

Reference Form

Confidential Reference Form For: _________________________________________________

Please be as objective as possible in your evaluation of the applicant. The reference form is of the most use when filled out truthfully. Involvement with summer missions requires a genuine heart and spiritual maturity, and the information you provide will help determine if the applicant is qualified. Upon completion, return form to applicant in sealed envelope.

Your Name ________________________________________ Position ___________________________________________

Address _____________________________________________________________________________________________

City ____________________ State ______ Zip ________________ Permanent Phone ______________________________

Relationship to the Applicant __________________________________________ Length of Relationship ________________

How well do you know the applicant? (circle)
not well 1  2  3  4  5  very well

How much contact have you had with the applicant in the past year?  irregular 1  2  3  4  5 daily

Rate the applicant on the following characteristics:




Low       High







Low        High

Creative


1  2  3  4  5




Cooperation

1  2  3  4  5

Communication Skills
1  2  3  4  5




Organization Skills
1  2  3  4  5

Leadership

1  2  3  4  5




Maturity


1  2  3  4  5

Church Involvement 
1  2  3  4  5




Punctuality 

1  2  3  4  5

Prayer Life

1  2  3  4  5




Personal Appearance
1  2  3  4  5

Sharing Faith

1  2  3  4  5




Teamwork

1  2  3  4  5

Christ-likeness

1  2  3  4  5




Task Oriented

1  2  3  4  5

Temper


1  2  3  4  5




Ability to Delegate
1  2  3  4  5

Well mannered 

1  2  3  4  5




Social Acceptance
1  2  3  4  5

Why do you think the applicant is qualified for summer missions? ______________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ Please discuss any other information you believe relevant. ___________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Thank you for aiding in the hiring process.

Signed ___________________________________________________ Date ___________________________________


Administrative Project Specialist
Job Description

Administrative Project Specialists (APS) work alongside the Project Coordinator (PC) in supervision of local volunteers and providing support for the coordinating team. He/she is responsible to the project coordinator. Specific responsibilities include but are not limited to: 

Set Up/ Registration


· Make squad assignments

· Coordinate registration

· Set up Mail Wall
· Work with project coordinator in making room and transportation assignments

· Create signs, letters, labels, and other printer materials.

General Office

· Answer phone and provide information

· Assist project coordinator in handling of offering money

· Collect Mission Serve information forms: participant forms and work site forms

· Assist as needed group leader meetings

· Hand out check-out procedures 

· Prepare check-out packets 

· Prepare statistics sheet for Back to the Office Notebook

· Schedule times for large group photos and group photos

· File accident report forms

· Assist PC in distributing and collecting evaluation forms

· Work with Associational Coordinator (AC) in handling lunch changes during the week

· Produce reports as needed for squads, construction, personal transportation, etc.

· Distribute mail and email

· Call in food and lodging numbers to SMG

· Prepare Back to the Office notebook


Other

· Delegate to volunteer assistants as needed 

· Coordinate sales table and inventory

· Implement mission moments in worship service

· Replenish first aid kits

· Organize financial information (receipts, expense reports, etc.) 

Technical Project Specialist Job Description


Project Specialists work alongside the project coordinator in supervision of local volunteers and providing support for the coordinating team. He/she is responsible to the project coordinator. Specific responsibilities include but are not limited to: 

· Shoot and edit video footage for Mission Cam

· Duplicate and package action cam on DVD-ROM for group leaders and staff

· Direct set-up and take down of stage design

· Coordinate worship with praise band and speaker

· Produce all presentations to be used in worship

· Update project website 

· Produce squad photos

· Produce and frame large group photos for staff

· Produce and frame youth group photos for group leaders

· Set up coolers, ice chests and “Labor Provided By” signs

· Delegate to volunteer assistants as needed

· Serve as greeter for groups as they arrive at the project

· Train information and technical assistants on greeter responsibilities

· Assist in and train volunteer staff for squad position training
















