Webster Presbyterian Church
JOB DESCRIPTION

JOB TITLE:  Wedding and Reception Coordinator                                
WAGE/HOUR STATUS: Part Time, nonexempt
REPORTS TO:  Pastor/Head of Staff              PAY RATE:  Set by WPC Wedding Policies 

DATE REVISED: July 8, 2014                        WORK HOURS:  5 hours per wedding
____________________________________________________________________________

The Wedding and Reception Coordinator reports to the Pastor-Head of Staff, who assigns and evaluates performance of duties. The Worship Committee provides direction and guidelines through the establishment of the WPC Wedding Policies, which sets the fee structure. 
The Wedding Coordinator, as the representative of the Webster Presbyterian Church and staff, is responsible for all arrangements of the wedding, and will be present at all activities related to the wedding to ensure that it is a joyous, holy service of worship.
Specific responsibilities include, but are not limited to:

1. The initial contact for people requesting information about scheduling the church for a wedding.
2. Insuring  appropriate wedding information is gathered, paperwork is completed and provided to the Pastor,
       Director of Music, Organist, and AV Team.
3. Once approved by the Pastor, establish the schedule with the wedding party and enter the rehearsal,
       wedding, and reception dates on church calendar.
4. Collect fees in accordance with the WPC Wedding Policy.
5. Meet with the bride and groom prior to the wedding to plan receptions that are held on church premises.  
       Discuss their desires and align them with WPC policies.

6. Coordinate arrangements with the set-up team preparing the hall for the reception.

7. Coordinate with caterers, florist, photographers, videographers and other vendors who will be delivering 
       and setting up prior to the wedding.        
8. Coordinate wedding rehearsals with the Pastor, bringing the bride, groom, and wedding party together for a
       run-through of the entire wedding ceremony.       
9. Insure that the facilities are set-up according to church policy and wedding party requests.  This includes
       candles, flower stands, pew, decorations, etc. in the sanctuary; cleaning the narthex appropriately; setting 
       up  the parlor.
10. Coordinate the pre-wedding seating of the congregation, the processional and recessional.  Respond to last-
       minute issues and monitor adherence to church polices.       
11. Be present throughout the reception to handle issues that may arise and to insure compliance with
       church policies.
12. Insure wedding party has their possessions removed after the wedding.
13. Insure sanctuary, narthex, and parlor are restored to their normal state for the next church activity.
14. Supervise the clearing crew in all areas utilized by the wedding party, including sanctuary, parlor,
       fellowship hall, and Bouton Hall.

It is anticipated that this position function will require 5 hours per wedding (1 hour for meetings prior to the wedding, 1 hour for the wedding rehearsal, 3 hours for wedding set-up, direction, and post wedding activities).  It is anticipated that an additional 4 hours per reception will be required if necessary (1 hour for meetings prior to the reception, 3 hours for reception set-up, direction, and post reception activities).
	
	Page 1 of 1
	

	
	
	



