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Screening Assistant 
Christ Chapel Bible Church 

Success Profile 
Part Time / 15-20 Hours  

 
 
Christ Chapel’s Mission: 
“To stretch every involved person from the threshold of their spiritual pilgrimage toward 
becoming a fully-developing follower of Christ.”  (Col 1:28-29). 
 
Screening Department’s Mission: 
The Screening Department evaluates and assesses risk of those serving in positions of authority 
or high exposure by overseeing the screening processes, for the protection and safety of the 
church.  
 
Role’s Mission: 
Evaluating potential volunteers who serve in high exposure roles is fundamental to the ongoing 
ministry of the church and her witness in the world. The Screening Assistant’s role is to process 
documentation for prospective volunteers and assess applicant fitness for service through 
documentation review, reference calls and screening interviews. 
 
Role’s Requirements: 
This is a part-time position working a maximum of 20 hours per week. 

• Participate in all CCBC staff meetings as scheduled to promote unity and fellowship at 
the team and all-staff level. 

• Works cooperatively with team members to ensure that volunteer files are processed in 
a timely manner. 

• Reviews and processes new applications from prospective volunteers; evaluates all 
documentation for accuracy and completeness. Reaches out to applicant when 
additional information is required. 

• Provides excellent customer service and communication in all interactions with 
potential volunteers. 

• Assesses applicant fitness for service through documentation review, reference calls and 
in-person screening interviews. 

• Refers applicants for further review to Screening Manager when concerns are noted. 
 
Role’s Reporting Relationship: This position reports directly to the Screening Manager. 
 
Role’s Requirements: 

Character  
1. Must be a Christian with a lifestyle that is above reproach.  
2. Must be a maturing believer who is obviously, consistently, and increasingly manifesting 

the fruit of the Spirit in her daily walk with Christ (Galatians 5:22-23)  
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3. Must embrace Christ Chapel's doctrinal position and constitution without reservation 
and be an advocate of our philosophy of ministry both in public and in private  

4. Must embrace a work philosophy of planning and delivering biblically appropriate, God-
honoring, grace-based outcomes  

5. Must be a person of prayer  
6. Must have a demonstrated "heart for people"  
7. Must be a joy to supervise (Hebrews 13:17)  

  
Calling  
1. Must be able to express a clear sense of calling to serve behind the scenes for the 

Gospel ministry.  
2. Must be called to an assistance/administration role.  

  
Competence 
1. If a believer receives only one gift (1 Pet 4:10), then the ideal candidate has the spiritual 

gift of administration. Spiritual Gift (Rom 12; 1 Cor 12; Eph 4; 1 Pet 4)  
  

Chemistry  
1. Must be trustworthy, loyal, and dependable  
2. Must be humble and approachable  
3. Must be a team player  
4. Must be self-led and self-managed regarding work  
5. Must be flexible with a “can do” spirit  
6. Must be detail oriented  
7. Must be a problem-solver 

 


