
Community and Hospitality Coordinator 
 Job Description 

 
The ideal candidate establishes and builds relationships with the 
varied people and groups who use 7400 Woodlawn to create a hospitable, safe, 
and welcoming environment.  This person would also uphold the core mission 
and values of Emmaus Table/7400 Woodlawn (see attached) 
 
General Qualifications 

• Be respectful of 7400 Woodlawn’s religious identity and mission 
• Communicate effectively and consistently with pastor, Emmaus Table worshipping 

community, building partners and neighbors 
• Maintain professional conduct and appearance 
• Efficiently utilize time to ensure prioritized tasks are completed and deadlines are met 
• Read, write and speak English 
• Lift and carry up to 50 pounds, climb ladders and push or pull tools and equipment 
• Pass a background check 

 
Desired Skills/Attributes 

• Social media savvy 
• Self-starter 
• Organization 
• Curiosity 
• Able to relate to and welcome a diversity of groups and individuals 
• Use a variety of strategies to solve problems and deal with conflict 
• Excellent written and oral communication skills 
• Familiarity with or willingness to learn basic building maintenance 
• Knowledge of the Green Lake Neighborhood 

   
Experience in a similar position is desired, but not required 
 
Duties and Expectations 

• Work closely with the pastor to help carry out the mission of 7400 Woodlawn 
• Maintain Building calendar and email account 
• Publicize events and activities using media sources including but not limited to 

Facebook, NextDoor, MailChimp, other social media, reader board, email, and printed 
materials. 

• Host weekly events like yoga, mediation group; often events are evenings and/or 
weekends 

• Receive and account for checks and cash from various groups and deliver monthly 
deposit to FLRB 

• Develop and maintain good relationships with building partners.  
• Execute and monitor building use agreements 
• Communicate regularly with building partners and neighbors 
• Continue to develop creative ways to use the building to foster community in the 

neighborhood 
• Ensure basic building maintenance and security 
• Coordinate with pastor to develop an emergency response on-call system 



  
 
Compensation and Benefits 

• Employment is part time, averaging 20 hours/week 
• Compensation is $20/hour. 
• No health benefits are provided. 
• Work is performed under the direction of the church pastor. 
• There is an annual performance review. 

 



Mission Statement 
 

 
Emmaus Table is a newly forming worshipping community in the Green 
Lake neighborhood of North Seattle. At Emmaus Table we welcome people of 
all ages, races, classes, abilities, sexual orientations and gender identities. We 
come together to practice hospitality in order to encounter Jesus in the 
stranger made friend. Through Eucharist, sung evening prayer, walks, potluck 
meals, and other contemplative forms of prayer, Emmaus Table seeks to ease 
loneliness, dispel isolation, and foster connections. All are welcome. 
 

As followers of Jesus, we lift up the following: 
Values 

 
+Accompaniment  
We desire to walk alongside each other and our neighbors, drawing on the strengths and gifts 
already present in the community to see and be Christ for the world. 
 
*Hospitality 
We provide a space where all are welcomed and fed in body and spirit.  We share our 
resources and show up for each other in the ordinary and everyday.  We eat together around 
the eucharistic table and the dinner table. 
 
^Inclusivity 
Jesus expressed love and desired peace and unity for all, and we strive to do the same. 
Acknowledging we often fall short, we seek to welcome all, especially those who have been hurt 
or rejected by the church. 
 
=Holistic Care 
We function best as people when tending to our whole selves.  God is present in and cares for 
our bodies, our minds, our emotions and our spirits.  
 
~Interconnectedness 
Our community functions best when every member’s gifts are valued and drawn upon.  We are 
all members of the body of Christ.  We value the larger geographical community beyond 7400 
Woodlawn -- Green Lake, Seattle, USA and the world, as well as the larger spiritual community 
of the NW WA Synod, the ELCA, and our faith partners around the world.    
 
 
 
	


