Via de Cristo of Western Washington

Secretariat officers: Facilities & Materials Coordinator
Objectives

1. The purpose of serving as Facilities & Materials Coordinator is to glorify God by making sure that all of the supplies for a weekend are at the facility and to help the team set up for the weekend.
Responsibilities

1. Inspect potential facilities, secure facilities, handle reservations, coordinate deposits with the Secretariat Treasurer, site confirmation and obtain detailed information of facility accommodations.

2. Maintain master list of inventory items necessary to put on a weekend and ensure that supplies are purchased to replenish expendables.

3. Maintain and service the Via de Cristo trailer.

4. Liaison with the Love Team to oversee transport of supplies to and from the weekend facility.
5. Write an article for the newsletter from time-to-time as needed.
6. Update and maintain documentation relevant to the position of Facilities & Materials Coordinator.

7. Regularly attend all secretariat meetings.

8. Regularly attend as many Via de Cristo gatherings as possible.

9. Pray regularly for the leaders serving on the secretariat and for weekend team members and participants.

Skills and Experience required

1. Good organization, communication and leadership skills.  

2. Good facilitator and ability to encourage and work with other people.

3. Active in the Fourth Day.
Reports to

· Secretariat

Service time

· Two years.
· Not to exceed four consecutive years

Training required

1. Training will be provided by the outgoing Facilities & Materials Coordinator as well as other knowledgeable members of the Secretariat.
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