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JOB OPENING – Creative Project Coordinator

Position – Full-Time, Salaried / Part-Time 
Location – On-site at Rowlett, Texas


Overview:
Terri Savelle Foy Ministries is committed to inspiring people to discover their purpose and pursue their God-given dreams. The Creative Project Manager plays a key role in ensuring that all communication, marketing, and creative projects are executed with excellence, clarity, and timeliness.
This role is responsible for organizing, tracking, and managing projects across teams—ensuring that ideas move efficiently from concept to completion. The Creative Project Coordinator must reflect the heart of the ministry by serving teams with excellence and helping deliver messages that inspire faith, vision, and action.

Who You Are:
· You are highly organized, detail-oriented, and passionate about bringing structure and clarity to fast-moving environments.
· You thrive on coordinating timelines, tracking tasks, and making sure nothing falls through the cracks. You are a strong communicator who can take an idea and turn it into clear next steps for multiple teams.
· You enjoy working behind the scenes to help others succeed and are motivated by seeing projects completed with excellence.
· You are proactive, solution-oriented, and able to manage multiple projects at once while maintaining a positive, team-focused attitude.
· You carry a heart for the mission and are passionate about helping deliver messages that inspire people to step into their God-given purpose.

Responsibilities:
· Coordinate creative projects and creative requests 
· Coordinate communication, marketing, and media needs from intake to completion 
· Serve as the liaison between requestors and internal teams (social media, design, video, web, marketing) 
· Clearly scope, assign, and track all incoming projects and tasks
· Build and maintain project timelines, ensuring deadlines are met 
· Prioritize tasks and communicate clear next steps for each project
· Coordinate and maintain project management systems (Monday.com or similar tools) 
· Track progress and ensure all deliverables are completed on time and with excellence
· Communicates updates, delays, and needs to stakeholders in a clear and timely manner 
· Provide consistent follow-up with team members to keep projects moving forward




· Support execution of campaigns for:
· ICING Conference
· Mentorship programs
· Product launches
· Ongoing ministry communications
· Collaborate with creative, marketing, and communications teams to ensure alignment and clarity
· Proactively identify gaps, inefficiencies, or opportunities to improve workflows
· Perform other related duties and responsibilities as assigned

Qualifications:
· 1–3 years of experience in project coordination, communications, or administrative roles
· Strong organizational and time management skills with high attention to detail 
· Excellent communication and interpersonal skills
· Experience with project management tools (Monday.com preferred) 
· Ability to manage multiple projects simultaneously and meet deadlines
· Strong problem-solving skills with a proactive mindset 
· Ability to work both independently and collaboratively
· Passion for the mission of TSFM – to help people fulfill their God-given assignments
· Familiarity with TSFM products, events, broadcasts, and communication style is a plus
· Bachelor’s degree in communications, Marketing, or a related field preferred
· Must work well with others and maintain unity, in alignment with Romans 16:17
· Born again believer, filled with the Holy Spirit, and must adhere to the doctrines of this organization as upheld by Terri Savelle Foy and her appointed representatives

Compensation
• Full-Time: Salary based on experience 
• Part-Time: Hourly rate based on experience • Bonuses awarded at management discretion 
• Benefits: Full-time salaried employees are eligible for health coverage after completing 60 days of employment
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