H.U.G.S. Administration
H.U.G.S. stands for Hostess, Usher, Greeter, Security.  In the finalized stage each of these elements will have its’ own team leader.  As of right now we only have a head usher.  

H.U.G.S. Administrator Job Description
· Coordinate the efforts of team leaders.  (I.E. Head Ushers)

· Make sure we have at all times a one-month advance schedule of all positions.  (At the present that would just be ushers and hostess.)  

· Quarterly training for all positions.  

· Regular communication to volunteers in the H.U.G.S. ministry.  Communication should reinforce responsibilities, contain current schedules, and update them of upcoming special events where they will be needed.  

· Develop training manuals for all positions.  

· Once current elements of H.U.G.S. are operating at an optimum level begin to develop other elements.  

The bulk of the week-to-week work should be done by the team leaders with the H.U.G.S. Administrator coordinating the overall effort and acting as a liaison between pastor and team leaders. 

