
 
Church Programs Assistant 

(Part-time Contract) 
 
Each year the bridge has employment opportunities for students to develop many skills that are relevant for 
ministry and the workplace. They allow you to develop some valuable skills for the future and, most of all, 
you’ll make an impact in others in a meaningful way.  
 
This position is a part of the “Canada Summer Jobs” program. Applicants meet the Canada Summer Job’s 
eligibility criteria listed below.   
 
Eligible participants must: 

(a) be between 15 and 30 years of age at the start of employment; 
(b) be a Canadian citizen, permanent resident, or person with official refugee status for the duration of the 

employment;  

(c) have a valid Social Insurance Number and be legally entitled to work in Canada at the start of 

employment; and, 

(d) work 15 hours per week for 8 consecutive weeks (2 months). 

 
Responsibilities: 
 
The Church Programs Assistant will provide administrative support to various church programs. This position 
will support both the Connections Ministry and the Care Ministry. The Church Programs Assistant will report to 
the Discipleship Pastor and work closely with the Care Pastor.  
 
Responsibilities include the following: 

 Provide administrative support for adult programs. (e.g. Discovery classes, Seasonal Groups, etc.) This 
includes assisting with program registration, preparing program materials, as well as communication 
and follow-up with participants.  

 Input data and generate reports for programs using the church CRM. 

 Help the Connections ministry coordinate promotion and marketing needs for church programs.  

 Assist the Disciple Pastor with volunteer coordination. 

 Assist program facilitators with administrative and tech support needs.  

 Assist with check-in for in-person services on Sunday. 

 Work with the Care Pastor on content development (research) and story video for Seasonal Groups.  

 Christmas Cheer Program: assign families to sponsors, address sponsor inquiries, follow up with 
sponsors regarding gift drop off, and updating feedback reports received from delivery personnel. 

 
This position will start in October and will be required to work on Sunday to help with check-in for in-person 
worship service.  
 
the bridge invites fully qualified candidates to apply for the following position(s), however Canadian citizens 
and permanent residents will be given priority. the bridge is committed to providing accommodations for 
people with disabilities and will work with you during the selection process if this is required. All applications 
will be reviewed but only those selected for interviews will be contacted.  
 
To apply for the position(s) above, please email your cover letter and résumé to Cynthia Yoon, Director of 
Administration at careers@thebridgemarkham.com.  
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