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GRACE MISSION TO HAITI, Inc.

 GRACE CENTER ADMINISTRATOR 
JOB DESCRIPTION
Job Purpose and Objective

· To manage and administer the Grace Conference Complex as a ministry of GMTH
· To promote and develop the Grace Center as a source of revenue to provide for other GMTH ministries

Personal Expectations

· Serves as a missionary of Grace Mission to Haiti

· Meets all the expectations and responsibilities of a GMTH Missionary

· Raises full financial support for salary and expenses

· Reports to the GMTH Executive Director or other person assigned by the Board of Directors 
· Speak and understand Haitian Creole 

· Understand and adapt to the Haitian culture
· This Job Description may be modified to meet the specific qualifications and interests of a qualified candidate.

Job Expectations and Responsibilities

1. Serve as administrator, manager, and promoter of the Grace Center. 

2. Operate Dorcas Hall as a guesthouse and training center. 
3. Manage all financial functions of the Grace Center in accordance with the Board’s policies.
4. Promote and publicize the Grace Center as a guest house for mission teams, missionaries, and others serving Grace Mission ministries.
5. Promote the conference room as a location for trainings, conferences, and other types of meetings.

6. Publicize the Grace Center to people in Haiti and potential users in the US.

7. Develop and produce publicity materials such as business cards, brochures, website, etc.
8. Hire and manage all Grace Center staff in cooperation with the GBM Haitian leadership.  This will include kitchen staff, cleaning and laundry staff, grounds maintenance and property security guards, and others as approved by the GMTH Board of Directors.

9. Coordinate and/or provide in-country services for mission teams during their stay at the Center, to include transportation to and from the airport; transportation to and from mission fields; meals as required; and other required services.  Assist other users with similar services as needed and available.  

10. Schedule and coordinate all uses of the Grace Center in conformance with GMTH and GBMH Board policies.

11. Ensure that the Complex is well maintained, clean, and sanitary for daily and long-term use.
12. Supervise or provide food services as required by users of the Center.  Maintain an adequate stock of food and cooking items.

13. Maintain a safe and secure environment at the Grace Center Complex.

14. Ensure that all mechanical equipment, electrical appliances, electric system, and other equipment is well maintained and in good working condition.  Develop and implement a written preventative maintenance plan for all equipment.

15. Serve as a liaison between the GMTH Board of Directors and the GBMH Board in matters related to the Grace Center.

16. Manage facility and ministry expansion as directed by the GMTH Board of Directors.

17. Work alongside the Haitian leadership and the Board of Grace Baptist Mission of Haiti to help in the ministry of Grace Mission to Haiti.
18. Fulfill other responsibilities as directed by the GMTH Executive Director and/or Board of Directors.

