South Congregational Church, UCC
45 Maple Street, Springfield, MA 01105
sococh.org / FB - @socochucc

Job Posting - Building Coordinator

We are seeking a highly organized, detail-oriented individual to manage the usage of our dynamic
multi-use building. This role will be responsible for coordinating all aspects of the rental process, from
regular user relationships to initial inquiries and pre- and post-event logistics. In addition, the role is
responsible for coordination of routine property management for the building and helping to ensure
that all building systems are operating smoothly.

Building Coordinator
Part-time (25 hrs/wk)

Responsibilities

Coordinate and manage long- and short-term building space rentals.

Serve as point person for inquiries around space use.

Develop a database of spaces available for rent.

Develop and manage building-use agreements.

Work closely with the custodian to coordinate space preparation, equipment usage, cleaning

and access.

Maintain calendaring protocols for space use scheduling.

Establish processes for communicating building-use schedule among the users/renters.

Coordinate with the property management company for upkeep and repair issues that need

attention.

Calendar and coordinate annual building inspections and maintain inspection records.

Assess and communicate emerging custodial, material or other space use system-wide

needs with the Center for Community Team.

e Assess rental or building use in alignment with South’s core use values: arts & culture, well-
being, and building spiritual community.

e Works collaboratively with the Pastor in creative problem solving.

Core Competencies

Excellent organization skills

Knowledge of calendaring and database systems and ability to learn them

Excellent communication skills

Ability to work independently, take initiative, follow through, identify potential problems and
ability to work collaboratively as part of a team in addressing challenges and developing
systems

Attention to detail

Community-minded


http://sococh.org

e Bilingual Spanish/English preferred.

Schedule
e Predominantly on-site and in person at 45 Maple Street, with some flexibility for remote work
hours.

Compensation

Part time - 25 hours

$28/hour

12 holidays

2 weeks paid vacation starting
5 personal/sick days

About South Church UCC, Springfield, MA / 45 Maple Street

South is a historic church in downtown Springfield. We are in the midst of a 5 year designated term
ministry and are working together to live into our vision. Our vision for a vibrant and transformed
future is to create a sustainable Center for Community at our location and in our building at 45
Maple Street. We have a core team of volunteers working with the Pastor on this effort.

Currently, we have several long term renters who use space at South, in addition to an increasing
number of inquiries for short and longer term space use arrangements. As the church builds
towards its future to be a vibrant, sustainable Center for Community we are seeking a Building
Coordinator who can help organize and develop our space share capacities.

South was referred to, lovingly, by a member who has known it over years as a “ragtag remnant of a
once high society church.” We are beautifully quirky. We are very LGBTQ+ affirming, multi-racial and
theologically expansive.

Applying:
Submit resume and cover letter to Rev. Lindsey Peterson at pastor@sococh.org



