
JOB DESCRIPTION 

DATE:  August 2016 

JOB TITLE:  Missions Place Site Manager 

Full-time ministerial position that is salaried with full benefits 

Work location: TEAM’s Missions Place site in Wheaton, Illinois (370 W. Front St.) 

Reports to:  Director of Organizational Engagement  

DEPARTMENT / FUNCTIONAL GROUP:  Organizational Engagement / Resources Group 

OVERVIEW 

The Missions Place Site Manager contributes to the global ministry of TEAM by being a catalyst 
to engage individuals, organizations and churches in order to increase their awareness and 
interest in global missions and the ministry of TEAM.  This involves effectively managing 
TEAM’s Missions Place  in Wheaton, Illinois as a mobilization center. Responsibilities include 
community networking and engagement, management of the physical space, event planning, and 
local marketing.   www.missions.place

INDIVIDUAL PROFILE 

This is a multi-faceted position requiring both strong relational and administrative skills. The 
Missions Place Site Manager will be a believer in the Lord Jesus Christ, actively engaged in 
fellowship with a Bible-believing church.  This person needs to be driven by a passion for 
involvement in global missions, fully embracing the purpose, vision, beliefs and values of 
TEAM. 

This is a ministerial position and the following ministry-related qualifications are of paramount 
importance: 

 Able to cast a biblical missions vision for those presently unengaged in missions

 Able to provide godly coaching and direction to those moving towards missionary service

 Able to assess an inquirer’s spiritual maturity and readiness for international service with
TEAM

 Able to resource and serve the local church in their efforts to mobilize their own people
towards missionary service

KEY RESPONSIBILITIES 

 Develop and maintain a welcoming and professional public space that is conducive for
missional conversation and engagement.

 Engage deeply within local mission networks through participation in community mission
events, dynamic personal interaction with key influencers, strategic development and by
hosting events that introduce local leaders to other TEAM staff.

www.missions.place


 Facilitate visitor engagement with TEAM in all applicable areas (e.g., Mobilization, Global 
Ministry, Advancement).  This requires identification of potential engagement opportunities 
and then proactively engaging people inside and outside of TEAM to make effective 
introductions and connections. 

 Communicate effectively with TEAM constituents to create new opportunities for TEAM’s 
engagement with the local community. 

 Identify and pursue key external relationships, and proactively engage other staff where 
potential for mutual benefit is identified. 

 Plan and execute regular events that engage the community and foster increasing mission 
engagement. 

 Relate deeply with fellow Site Managers for idea sharing, new project/event development, 
and overall development and maintenance of Missions Place vision, and strategy. 

 Maintain accurate reports of goals, activities, finances and achievements for internal 
reporting and accountability. 

 Complete other duties as assigned. 
 

REQUIRED SKILLS AND EXPERIENCE 

 Exceptional relational ability—someone who loves people and gets great satisfaction from 
helping people meet their spiritual and philanthropic goals. 

 Understands and appreciates the local church and global missions contexts. 

 Significant professional networking and/or event management experience is preferred.  

 Excellent verbal and written communication skills. 

 Bachelor’s degree preferred. 

 
OTHER REQUIREMENTS  

The work is performed in a retail-like setting, with some local travel required 

 Ability to set up and take down chairs and tables and possibly rearrange furniture for set-up 
of events at Missions Place site. 

 Communicate in English appropriately and clearly both verbally and in writing with 
telephone callers, office visitors and co-workers.   

 Operate office equipment in order to send and receive information with necessary optical, 
auditory and manual dexterity (fax machine, copier, scanner, etc.) 

 Use a keyboard and mouse to enter, retrieve or transfer words or data 

 Work for extended periods of time at a computer, requiring the ability to focus on and 
read/comprehend information on a computer screen, basic typing to enter information and/or 
move from screen to screen on the computer to view information 

 Sit at an office desk for extended periods of time 

 Tolerate dust and fumes from general cleaning and maintenance procedures 

 Walk, stand, and stoop, and put in or retrieve papers from file cabinet drawers 

 Perform basic mathematical calculations 

 Display the reading skills necessary to proofread written materials 
 
  



ABOUT THE EMPLOYER 

TEAM - The Evangelical Alliance Mission is a global mission agency that partners with local 
churches to send missionaries and establish reproducing churches among the nations, going 
where the most people have the most need and proclaiming the gospel in both word and action.  
We envision the church transforming our world. Founded more than 125 years ago, we partner 
with churches to send missionaries to work in evangelism, church planting, community 
development, healthcare, education, social justice, business as mission and many other areas of 
global missions. To accomplish these objectives, we subject our lives to the truth of Scripture, 
and we rely on God through prayer. God provides what is necessary to carry out world 
evangelization. While only God can save, we speak His words, use His gifts, and reflect His 
love. Without constant reliance on God through prayer and obedience to His Word, we can do 
none of these things. 
 
Applications for employment are available online at  www.TEAM.org  
 
Inquiries may be made to: 
 
 

TEAM / The Evangelical Alliance Mission 
400 S. Main Place, Carol Stream, IL 60188-2407 

Human Resources Mgr. – Elmer Lorenz 
Ph. (630) 614-4871 <> Human.Resources@TEAM.org 

 




