UnityReach Global Administrative Coordinator
Complete Responsibilities: August 2026–January 3, 2029
Position purpose
The Administrative Coordinator is the central administrative and records-management officer for the UnityReach Global 2028–2029 Cap-Haïtien Mission.
The Coordinator ensures that leadership decisions, meetings, applications, schedules, forms, reports, agreements, volunteer records, and operational documents are:
· Created correctly 
· Submitted on time 
· Approved by the proper authority 
· Stored securely 
· Distributed to authorized people 
· Updated accurately 
· Preserved for accountability 
· Closed properly after the mission 
The Administrative Coordinator supports all Directors but does not replace their professional or decision-making authority.
Mission profile
· Location: Cap-Haïtien, Haiti 
· Departure from Fort Lauderdale: December 14, 2028 
· Evangelistic Crusade: December 15–23, 2028 
· Fellowship/Vacation: December 24, 2028–January 3, 2029 
· Return: January 3, 2029 
· Volunteer capacity: 100–200 
Reporting relationship
The Administrative Coordinator reports to:
· Executive Director 
· Deputy Executive Director 
· Mission Director for mission operations 
The Coordinator provides administrative support to:
· Board of Directors 
· Executive Director 
· Deputy Executive Director 
· Mission Director 
· Medical Director 
· Evangelism Director 
· Finance Director 
· Volunteer Director 
· Logistics Director 
· Communications Director 
· Education Director 
· Humanitarian Relief Director 
· Water and Sanitation Director 
· Partnerships Director 
· Safety & Security Director 
· Department Coordinators 
· Team Leaders 
Primary objectives
The Administrative Coordinator must:
1. Establish the mission’s administrative system. 
2. Maintain the master calendar. 
3. Schedule and document leadership meetings. 
4. Maintain official meeting minutes. 
5. Track decisions, assignments, and deadlines. 
6. Control official document versions. 
7. Maintain authorized volunteer and leadership records. 
8. Coordinate forms and administrative workflows. 
9. Track departmental reports. 
10. Maintain the mission contact directory. 
11. Coordinate general administrative communications. 
12. Support travel and deployment documentation. 
13. Maintain confidentiality and role-based access. 
14. Support daily mission command administration. 
15. Compile mission reports and closeout records. 
16. Preserve the official organizational record. 
Authority
The Administrative Coordinator may:
· Schedule meetings 
· Issue approved meeting notices 
· Prepare agendas 
· Record minutes 
· Request required reports 
· Track deadlines 
· Maintain document templates 
· Return incomplete administrative submissions 
· Maintain official records 
· Distribute approved documents 
· Manage administrative access according to authorization 
· Maintain calendars and directories 
· Coordinate signatures 
· Track approvals 
· Prepare administrative summaries 
· Escalate overdue actions 
· Correct clerical errors while preserving the audit history 
· Archive superseded records 
· Support official correspondence 
· Manage the general administrative inbox 
Limitations of authority
The Administrative Coordinator may not independently:
· Make Board or executive decisions 
· Approve budgets 
· Authorize spending 
· Sign contracts without delegated authority 
· Approve volunteer applications 
· Certify volunteers 
· Verify clinical credentials 
· Approve medical care 
· Change payment records 
· Change mission dates 
· Release confidential information 
· Modify signed records improperly 
· Delete audit history 
· Promise aid, admission, travel, employment, or partnership 
· Speak publicly for the organization without authorization 
· Conduct safeguarding or criminal investigations 
· Change an approved policy 
· Record a decision that leadership did not make 
· Backdate signatures or approvals 
Administrative support structure
Recommended administrative structure:
· Administrative Coordinator 
· Assistant Administrative Coordinator 
· Executive Support Assistant 
· Board and Governance Records Assistant 
· Meeting and Minutes Secretary 
· Document Control Officer 
· Volunteer Records Administrator 
· Department Reports Administrator 
· Forms and Workflow Administrator 
· Travel Documentation Assistant 
· Data Entry Team Leader 
· Translation Administration Assistant 
· Mission Command Administrative Assistant 
· Records Archive Coordinator 
· Haitian Administrative Liaison 
· General administrative volunteers 
For 100–200 volunteers, the Administrative Coordinator should not be expected to perform every data-entry and recordkeeping task alone.
Core administrative systems
The Administrative Coordinator must establish and maintain:
· Master mission calendar 
· Leadership meeting calendar 
· Meeting agenda system 
· Official minutes 
· Decision register 
· Action-item tracker 
· Department report tracker 
· Policy register 
· Document register 
· Version-control register 
· Forms library 
· Contact directory 
· Partnership-document register 
· Contract register 
· Volunteer-record index 
· Training-record index 
· Incident-record index 
· Travel-document tracker 
· Inventory-document index 
· Correspondence log 
· Signature and approval tracker 
· Records-retention schedule 
· Final mission archive 
Document classification
Documents should be classified as:
Public
Examples:
· Approved brochures 
· Public mission schedule 
· Public program descriptions 
· Approved press releases 
Internal
Examples:
· Routine staff instructions 
· Department schedules 
· General meeting notes 
· Operational checklists 
Confidential
Examples:
· Volunteer applications 
· Contracts 
· Financial reports 
· Partner due-diligence information 
· Internal complaints 
Highly restricted
Examples:
· Patient information 
· Safeguarding reports 
· Background-check contents 
· Passport information 
· Security routes 
· Medical information 
· Investigation records 
· Banking credentials 
· System secrets 
Access must follow job responsibility and approved permissions.
Phase 1: Administrative foundation
August–December 2026
The Administrative Coordinator will:
· Meet with executive leadership. 
· Review the Master Operations Handbook. 
· Review the organizational structure. 
· Establish the mission’s administrative system. 
· Create the master contact directory. 
· Create the master mission calendar. 
· Establish leadership meeting schedules. 
· Create standard agenda and minutes templates. 
· Establish the decision register. 
· Establish the action-item tracker. 
· Create department-report templates. 
· Establish the document-control process. 
· Create the official forms library. 
· Establish document-classification rules. 
· Establish signature and approval procedures. 
· Create the records-retention framework. 
· Establish monthly administrative reporting. 
· Present a 90-day action plan. 
Initial document organization
Create organized sections for:
· Governance 
· Executive leadership 
· Mission management 
· Finance 
· Volunteers 
· Training 
· Logistics 
· Medical 
· Evangelism 
· Education 
· Humanitarian relief 
· Water and sanitation 
· Partnerships 
· Communications 
· Safety and security 
· Legal and compliance 
· Monitoring and evaluation 
· Incidents 
· Final reports 
Phase 2: Meetings, policies, and department coordination
January–June 2027
Leadership meetings
The Administrative Coordinator will:
· Confirm meeting date and time. 
· Reserve the meeting location or virtual platform. 
· Request agenda items. 
· Prepare the agenda. 
· Distribute supporting materials. 
· Confirm attendance. 
· Record attendees and absences. 
· Record decisions. 
· Record action items. 
· Identify the responsible person. 
· Record deadlines. 
· Distribute draft minutes for review. 
· Obtain approval. 
· Archive final minutes. 
· Update the decision and action registers. 
Minutes standards
Minutes should record:
· Organization and meeting name 
· Date 
· Time 
· Location 
· Chair 
· Recorder 
· Attendees 
· Absences 
· Quorum when applicable 
· Agenda items 
· Motions when applicable 
· Decisions 
· Assigned actions 
· Deadlines 
· Conflicts of interest 
· Next meeting 
· Approval status 
Minutes should not attempt to record every spoken word unless formally required.
Department-plan tracking
For each department, track:
· Director 
· Plan due date 
· Submission date 
· Review status 
· Revisions requested 
· Approval 
· Budget submission 
· Staffing plan 
· Training plan 
· Risk assessment 
· Operational checklist 
· Final readiness 
Phase 3: Forms and administrative workflows
July–December 2027
The Coordinator will standardize forms for:
· Volunteer registration 
· Volunteer application 
· Emergency contact 
· Department preference 
· Reference check 
· Background-check authorization 
· Code of Conduct 
· Safeguarding agreement 
· Media consent 
· Health and functional readiness 
· Travel-document checklist 
· Department assignment 
· Training acknowledgment 
· Incident report 
· Complaint 
· Expense request 
· Reimbursement 
· Purchase request 
· Donation 
· Inventory transfer 
· Equipment checkout 
· Partnership intake 
· Conflict-of-interest disclosure 
· Meeting request 
· Final deployment affirmation 
Form standards
Every form should include:
· Purpose 
· Required fields 
· Instructions 
· Responsible department 
· Privacy notice 
· Approval requirement 
· Submission method 
· Version number 
· Effective date 
· Retention period 
· Contact for questions 
Electronic signatures
Coordinate with the responsible system administrators to ensure signatures record:
· Signer 
· Date and time 
· Document title 
· Document version 
· Acceptance 
· Audit information where legally appropriate 
· Final signed copy 
Phase 4: Volunteer and payment-period administration
January–June 2028
The Administrative Coordinator will support the Volunteer and Finance Directors by tracking administrative completion.
Volunteer administrative checklist
Track:
· Application submitted 
· Application status 
· Acceptance 
· Emergency contact 
· Passport checklist 
· Required signatures 
· Department assignment 
· Training assignment 
· Background-check status 
· Credential status 
· Payment-readiness status 
· Final orientation 
· Deployment certification 
The Coordinator should see only the status necessary for administrative work—not detailed medical, financial-hardship, or background-check information.
Payment milestone support
Assist with approved communications and records for:
· February 2028 payment 
· April 2028 payment 
· June 2028 final payment 
The Administrative Coordinator may:
· Generate approved reminder lists 
· Track whether notices were sent 
· Route questions to Finance 
· Record administrative follow-up 
The Coordinator may not change balances, waive payments, issue refunds, or view unnecessary banking information.
Family records
For couples and families, confirm:
· Correct family grouping 
· Primary contact 
· Individual participant records 
· Child information 
· Parent or guardian responsibility 
· Travel documentation 
· Housing relationship 
· Emergency contacts 
Phase 5: Operational document readiness
July–September 2028
The Coordinator will prepare and track:
· Department rosters 
· Team rosters 
· Leadership directory 
· Master contact list 
· Program schedule 
· Site schedule 
· Training calendar 
· Live-session attendance 
· Practical signoffs 
· Vehicle assignments 
· Housing assignments 
· Rooming lists 
· Passenger manifests 
· Equipment registers 
· Supply manifests 
· Emergency contact lists 
· Local partner contacts 
· Vendor contacts 
· Hospital and emergency contacts 
· Daily report templates 
· Incident forms 
· Closeout checklists 
Version control
Each controlled document should identify:
· Title 
· Document owner 
· Version 
· Status 
· Effective date 
· Approval 
· Replaces 
· Distribution 
· Next review date 
· Archive location 
Statuses may include:
· Draft 
· Under Review 
· Approved 
· Superseded 
· Archived 
· Withdrawn 
Volunteers must not rely on an obsolete schedule or checklist.
Phase 6: Training, certification, and final deployment administration
October–December 13, 2028
The Administrative Coordinator will support the training system by:
· Scheduling sessions 
· Sending approved notices 
· Preparing attendance lists 
· Recording authorized attendance 
· Tracking missing forms 
· Coordinating document signatures 
· Maintaining training materials 
· Tracking translation status 
· Supporting certificate administration 
· Preparing final-orientation materials 
· Supporting the deployment-readiness review 
· Maintaining the final certified roster 
Final administrative readiness
Confirm:
· Leadership contact directory complete 
· Department rosters complete 
· Team rosters complete 
· Passenger manifest complete 
· Housing records complete 
· Transportation assignments complete 
· Emergency contacts complete 
· Required forms complete 
· Department reports current 
· Vendor and partner contacts current 
· Emergency forms ready 
· Daily-report templates ready 
· Administrative equipment ready 
· Records backed up 
· Offline copies of critical documents prepared securely 
· Restricted records protected 
· Temporary system permissions reviewed 
Administrative deployment kit
Prepare:
· Leadership directory 
· Approved master schedule 
· Department schedules 
· Team rosters 
· Emergency contacts 
· Blank incident forms 
· Attendance forms 
· Daily report forms 
· Meeting materials 
· Office supplies 
· Printer and supplies if approved 
· Laptop 
· Chargers 
· Power banks 
· Secure storage 
· Backup drives 
· Identification materials 
· Approved signage 
· Translation resources 
· Document scanner or scanning application 
· Secure shredding or destruction process where practical 
Departure day
December 14, 2028
At Fort Lauderdale airport
The Administrative Coordinator will:
· Arrive before leadership check-in. 
· Open or support the administrative desk. 
· Confirm the current passenger manifest. 
· Prepare department rosters. 
· Record leadership attendance. 
· Support volunteer check-in. 
· Document unresolved roster issues. 
· Maintain the official issue log. 
· Protect passport and personal information. 
· Update authorized status records. 
· Record important decisions. 
· Maintain emergency contacts. 
· Confirm that only current documents are used. 
· Back up updated records before departure. 
The Administrative Coordinator does not personally determine whether an unresolved passport, payment, medical, or safety issue is cleared. The appropriate Director must decide.
Arrival in Cap-Haïtien
The Administrative Coordinator will:
· Record the arrival status. 
· Support final headcount documentation. 
· Update lost-luggage or missing-equipment logs. 
· Distribute approved housing and transportation records. 
· Establish the mission administrative office. 
· Secure records. 
· Confirm leadership contacts. 
· Confirm local partner contacts. 
· Prepare the arrival leadership meeting. 
· Record operational changes. 
· Update the master schedule. 
· Distribute approved updates. 
· Begin the daily administrative reporting cycle. 
Daily mission operations
December 15–23, 2028
Before the morning briefing
The Administrative Coordinator will:
· Open the mission administrative office. 
· Review overnight messages. 
· Collect department updates. 
· Update the decision and issue logs. 
· Prepare the leadership briefing agenda. 
· Confirm meeting materials. 
· Update the daily schedule. 
· Confirm attendance records. 
· Identify overdue reports. 
· Prepare the administrative status summary. 
During the leadership briefing
The Coordinator will record:
· Departments represented 
· Safety update 
· Medical update 
· Logistics update 
· Volunteer update 
· Program status 
· Schedule changes 
· Decisions 
· Assigned actions 
· Responsible persons 
· Deadlines 
· Matters requiring executive approval 
During daily operations
The Coordinator will:
· Maintain the mission calendar. 
· Receive department reports. 
· Track decisions. 
· Record approved schedule changes. 
· Support official correspondence. 
· Maintain the contact directory. 
· Route inquiries. 
· Prepare meeting materials. 
· Track incidents administratively. 
· Support document scanning. 
· Maintain secure records. 
· Monitor form completion. 
· Help resolve clerical discrepancies. 
· Support department administrative needs. 
· Maintain office supplies and equipment. 
· Coordinate translation of administrative notices. 
· Preserve the official operational record. 
Evening debriefing
The Coordinator will:
· Prepare the meeting. 
· Record department results. 
· Record incidents and concerns. 
· Record verified program totals. 
· Track unresolved actions. 
· Confirm next-day priorities. 
· Update the master schedule. 
· Collect daily reports. 
· Secure records. 
· Distribute approved decisions. 
· Submit the Daily Administrative Report. 
Daily Administrative Report
Include:
· Date 
· Reporting period 
· Leadership meetings held 
· Departments reporting 
· Schedule changes 
· Major decisions 
· Action items 
· Overdue reports 
· Volunteer accountability summary 
· Program status 
· Incidents logged 
· Document issues 
· Partner or vendor administrative issues 
· Next-day priorities 
· Matters requiring executive attention 
Do not include unnecessary confidential medical, safeguarding, or financial details.
Meeting support during the mission
The Coordinator may support:
· Morning leadership briefing 
· Department Director meeting 
· Safety briefing 
· Medical coordination meeting 
· Logistics dispatch meeting 
· Crusade coordination meeting 
· Partner meeting 
· Community leader meeting 
· Emergency command meeting 
· Evening debriefing 
· Department closeout meeting 
· Final mission review 
Emergency meeting records must be factual and securely stored.
Incident administration
The Administrative Coordinator may:
· Provide the correct incident form 
· Record when a report is received 
· Route it to authorized leadership 
· Track status 
· Record corrective-action deadlines 
· Secure related records 
· Maintain the incident index 
The Coordinator must not:
· Conduct an unauthorized investigation 
· Interview victims unnecessarily 
· Promise secrecy 
· Share allegations 
· Change an incident report 
· Place safeguarding details into general meeting minutes 
· Decide disciplinary outcomes 
Correspondence management
Maintain a correspondence log for:
· Haitian partners 
· Donors 
· Churches 
· Conferences 
· Vendors 
· Volunteers 
· Government or regulatory contacts 
· Media inquiries 
· Families 
· Emergency services 
Track:
· Date received 
· Sender 
· Subject 
· Responsible Director 
· Deadline 
· Response date 
· Status 
· Record location 
Data quality responsibilities
The Coordinator should routinely check for:
· Duplicate volunteer profiles 
· Misspelled names 
· Conflicting mission dates 
· Incorrect department assignments 
· Outdated contact information 
· Missing signatures 
· Expired forms 
· Inconsistent document versions 
· Duplicate reports 
· Missing approvals 
· Incorrect public program information 
Corrections must preserve audit history when required.
Translation administration
Support English, Haitian Creole, French, and Spanish administrative materials.
Track:
· Source document 
· Language 
· Translator 
· Reviewer 
· Status 
· Version 
· Approval 
· Publication date 
· Need for update 
Do not label an unreviewed translation as approved.
Privacy and information security
The Administrative Coordinator must:
· Use approved systems. 
· Apply role-based access. 
· Lock unattended devices. 
· Avoid personal email for restricted records. 
· Avoid unapproved cloud storage. 
· Protect printed documents. 
· Use secure disposal. 
· Report lost devices. 
· Report unauthorized access. 
· Avoid posting roster screenshots. 
· Avoid sending passport data through group chats. 
· Limit exports. 
· Remove access when responsibilities end. 
Emergency responsibilities
During an emergency, the Administrative Coordinator will:
1. Report to Mission Command. 
2. Maintain the official incident timeline. 
3. Record verified decisions. 
4. Track accountability reports. 
5. Maintain emergency contacts. 
6. Prepare approved notifications. 
7. Secure critical documents. 
8. Maintain the decision log. 
9. Track assigned actions. 
10. Preserve records for after-action review. 
11. Avoid interfering with emergency personnel. 
12. Protect confidential information. 
Emergency documentation kit
Maintain secure access to:
· Leadership contacts 
· Volunteer roster 
· Team rosters 
· Housing roster 
· Vehicle roster 
· Emergency contacts 
· Insurance and assistance contacts 
· Hospital contacts 
· Incident forms 
· Decision log 
· Family-notification tracker 
· Approved communication templates 
Volunteer fellowship and vacation period
December 24, 2028–January 2, 2029
The Administrative Coordinator remains responsible for:
· Administrative office coverage 
· Fellowship schedule updates 
· Volunteer accountability records 
· Meeting minutes 
· Department closeout reports 
· Partner meeting documentation 
· Equipment-return tracking 
· Supply-transfer documentation 
· Incident administration 
· Final report collection 
· Return manifest updates 
· Housing checkout records 
· Transportation lists 
· Outstanding action tracking 
· Archive preparation 
· Final-day documentation 
· Return-travel briefing materials 
The fellowship period remains part of the official program and must be documented accordingly.
Department closeout administration
Require each department to submit:
· Activities completed 
· Verified results 
· Volunteer attendance 
· Supplies used 
· Equipment status 
· Financial documentation status 
· Incidents 
· Complaints 
· Unresolved responsibilities 
· Haitian partner handoff 
· Lessons learned 
· Preliminary final report 
· Responsible post-mission contact 
Track missing items and escalate delays.
Final day and return
January 3, 2029
Before leaving Cap-Haïtien
The Administrative Coordinator will:
· Prepare the final leadership briefing. 
· Confirm the current passenger manifest. 
· Confirm department rosters. 
· Confirm Team Leader rosters. 
· Confirm housing checkout documentation. 
· Confirm vehicle assignments. 
· Confirm partner handoff records. 
· Confirm supply-transfer documents. 
· Secure mission records. 
· Back up authorized data. 
· Collect outstanding department reports. 
· Update the issue and decision logs. 
· Confirm administrative equipment. 
· Complete the preliminary administrative closeout. 
At Cap-Haïtien airport
The Coordinator will:
· Support final check-in records. 
· Update accountability information. 
· Record document and baggage issues. 
· Maintain the final issue log. 
· Support gate headcount documentation. 
· Protect personal information. 
· Record major decisions or changes. 
During travel
The Coordinator will:
· Secure official records and equipment. 
· Maintain access to emergency contacts. 
· Record significant travel events. 
· Protect confidential data. 
· Prepare arrival documentation. 
Upon arrival in Fort Lauderdale
The Coordinator will:
· Support the final headcount record. 
· Record volunteer release status. 
· Collect administrative equipment. 
· Record missing or damaged property. 
· Secure all returned records. 
· Revoke temporary administrative access when authorized. 
· Update the final action list. 
· Submit the Final-Day Administrative Report. 
· Confirm the date and responsibility for the complete post-mission report. 
Required records
The Administrative Coordinator must maintain:
· Organizational chart 
· Leadership directory 
· Master calendar 
· Meeting agendas 
· Meeting minutes 
· Decision register 
· Action-item tracker 
· Policy register 
· Document register 
· Version history 
· Forms library 
· Correspondence log 
· Volunteer-record index 
· Department-report tracker 
· Partner and vendor contact register 
· Contract-document index 
· Training administration records 
· Travel-document tracker 
· Daily administrative reports 
· Incident-record index 
· Closeout checklists 
· Archive register 
· Final Administrative Report 
Monitoring and performance indicators
Measure:
· Meetings scheduled 
· Minutes completed on time 
· Minutes approved 
· Decisions recorded 
· Action items completed 
· Overdue actions 
· Department reports submitted 
· Forms completed 
· Missing signatures 
· Document versions controlled 
· Contact records updated 
· Correspondence answered 
· Translation status 
· Data-quality issues corrected 
· Privacy incidents 
· Records archived 
· Final closeout submissions completed 
Key risks
The Administrative Coordinator must monitor:
· Missing records 
· Duplicate records 
· Incorrect document versions 
· Unauthorized access 
· Privacy breaches 
· Unapproved forms 
· Missing signatures 
· Inaccurate minutes 
· Unrecorded decisions 
· Overdue actions 
· Outdated contact information 
· Unsecured printed documents 
· Lost devices 
· Incomplete department reports 
· Uncontrolled exports 
· Incorrect translations 
· Records stored in personal accounts 
· Incomplete closeout 
· Accidental deletion 
Performance standards
The Administrative Coordinator will be evaluated on:
· Record accuracy 
· Timely meeting support 
· Quality of minutes 
· Deadline tracking 
· Document control 
· Data privacy 
· Administrative responsiveness 
· Department support 
· Communication 
· Version control 
· Report completion 
· Archive quality 
· Emergency documentation 
· Final mission closeout 
Immediate first 30-day action plan
The Administrative Coordinator should immediately:
1. Meet with the Executive Director and Mission Director. 
2. Review the Master Operations Handbook. 
3. Establish the administrative support structure. 
4. Create the master contact directory. 
5. Create the master mission calendar. 
6. Establish meeting schedules. 
7. Create agenda and minutes templates. 
8. Create the decision register. 
9. Create the action-item tracker. 
10. Establish department-report requirements. 
11. Create the document register. 
12. Establish version-control standards. 
13. Organize the official forms library. 
14. Establish document-classification rules. 
15. Create the signature and approval tracker. 
16. Develop the records-retention framework. 
17. Prepare the Administrative Department budget. 
18. Establish monthly reporting. 
19. Present a 90-day action plan to executive leadership. 
The Administrative Coordinator remains responsible through January 3, 2029, for maintaining UnityReach Global’s official administrative record, coordinating meetings and schedules, tracking decisions and deadlines, controlling documents and forms, protecting confidential information, supporting all mission departments, and ensuring that the complete mission record is accurate, secure, current, and properly closed.

