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Associate Director of Rock RMS 
Christ Chapel Bible Church 

Success Profile 
Full Time/Salaried 

 
 
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). 
 
Role’s Mission:  
You didn’t choose a career in technology because you want to maintain the status quo—you 
chose it because you’re an innovator. When people around you are content to merely point out 
problems, you don’t stop until you find solutions better than the ones they hope for. And you 
won’t settle for using your creativity to do anything less than change the world. Christ Chapel is 
where your talents and passions meet. We’re a team of collaborators who challenge each 
other, push each other, and encourage each other to succeed.  
 
The Associate Director of Rock RMS is responsible for the daily operations of Rock RMS and 
assisting the Director of Rock and managing Rock Projects for Christ Chapel. The Associate will 
become a subject matter expert in Rock RMS. 
 
Role’s Reporting Relationship: This position reports directly to the Director of Rock RMS. 
  
Role’s Duties and Responsibilities: 
 

• Oversee Daily Operations 
• Become a subject matter expert in Rock RMS. 
• Provide vision, direction, and resources for implementing strategies. 
• Design and build upon the Rock RMS framework to allow non-technical users easy 

access to information that will aid them in making effective ministry decisions. 
• Train staff to effectively use Rock RMS to empower ministry. 
• Collaborate across multiple Christ Chapel teams to ensure the right initiatives are being 

resourced and to provide new features and solutions within Rock RMS 
• Review team data and analytics around projects to track the success of existing projects 

and identify new opportunities. 
• Responsible for daily cleanup and maintenance of Rock RMS 
• Respond to all Helpdesk requests regarding Rock RMS 
• Responsible for troubleshooting/responding to member requests for account access and 

event registration issues 
• Ensure reliability and usability of check-in systems. 
• Maintain security of Rock RMS. 
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• Manage event registrations, forms, surveys, communications lists, and other Rock RMS 
tools. 

 
Role’s Requirements: 
 

• Ability to self-motivate, make independent decisions and problem solve with 
innovation. 

• Effective at multi-tasking and time management to meet strict deadlines while 
remaining flexible and open to change. 

• Excellent verbal, written, and oral communication skills to clearly explain complicated 
processes and foster partnerships. 

• Effective at process and organizational management to coordinate, structure, and 
provide vision to projects. 

• Strong leadership skills and understanding of developing and guiding others. 
 

The ideal candidate would possess: 
 

• Proficiency in MS Office Products 
• Familiarity with SQL, HTML, CSS, or Shopify “liquid” and willingness to learn. 
• Experience in database management or Church management systems 
• Experience in Project Management 
• Strong organizational planning and problem-solving skills 

 
Role’s Working Conditions and Requirements: 
 
This position receives general direction while working from established policies and objectives. 
This position plans and carries out assignments and will resolve most situations that arise.  
 
Completed work is generally monitored only to determine the effectiveness in meeting 
position/team objectives. This role works in a fast-paced environment with multiple 
interruptions. It is essential for this role to balance daily responsibilities while maintaining a 
high level of concentration and stress tolerance. 
 
The physical activity of this job includes sitting, standing, and walking for an extended period. 
Must be able to lift up to 40 pounds on occasion. 
 
This role regularly communicates through talking and hearing and must be able to do so 
efficiently and effectively.  
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The ability to work nights and weekends as required. Our typical work week is Sunday – 
Thursday.   
 

Of Character: 
• Must be a Christian. 
• Must be living an “above reproach” lifestyle as outlined in the Christ Chapel Employee 

Handbook. 
 

Of Calling: 
• Must be committed to and supportive of the authority of the Elders, the pastoral staff, 

and the philosophy and direction of the church both in public and in private. 
• Must work scheduled hours each week as unto the Lord. 
• Must be a faithful steward of your work and time, with awareness that Christ Chapel. 

employees are paid from the tithes and offerings of others. 
 

Of Competency: 
• Must have a servant’s heart meeting the needs of the Technical Arts’ staff. 
• If a believer receives only one gift (1 Pet 4:10), then the ideal candidate has the spiritual 

gift of administration. (Rom 12; 1 Cor 12; Eph 4; 1 Pet 4). 
 
Of Chemistry: 
• Must be dependable, humble, and approachable 
• Must be able to get along with other ministries within the church 
• Must be able to receive direction and correction - a joy to supervise 
• Must be flexible and adaptable 
• Must have a servant attitude 


