
 

 

FFWPU USA, Northeast: We're Hiring: Join the Northeast Region Team 
 
Naokimi Ushiroda 
May 20, 2026 
 

 
 

View in browser   
 

 

 

 

 FFWPU North East Region 

 

 
 

FFWPU North East Newsletter 
  

  

 
  

We're Hiring: Join the Northeast 

Region Team! 
 

 

 

Dear Northeast Community, 

The Northeast Region is currently seeking a highly organized and dedicated 

individual to serve as our new Secretary General / FAMCOM Coordinator.  

In this role, you will work closely to support the Northeast Regional Director, 

pastors, and Family Communities, helping to move our regional priorities 

from discussion to action.  

Position Details: 

Schedule: Part-time (15-25 hours/week) to start, with the potential to 

transition to full-time (35-40 hours/week).  



 

 

Location: Hybrid / Remote, with occasional in-person support needed for 

regional meetings and events.  

Compensation: $20-$25/hour, based on experience.  

We are looking for someone with strong communication skills, proficiency in 

Google Workspace, and a passion for community growth and pastoral care.  

Applying takes less than 5 minutes! Click below to fill out our brief 

application form and submit your resume. 

Sincerely, 

The Northeast Region Leadership Team 
 

  

  

 
 

 
  

 
  

Visit the new FFWPU North East Website!  

   

  
  

FFWPU Northeast Region Mailing List 

Sign up for news and the latest updates! 

 

    
 

 
  

 
 

 

HSA-UWC 

548 South Broadway, Tarrytown 

United States of America 

 

     

 

You received this email because you 

subscribed or your pastor provided your 

contact info. 
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HSA-UWC Mission/Job Description 
 

Mission/Job Title: Secretary General / FAMCOM Coordinator FLSA Status: TBD - Exempt, Non-Exempt, or 
Ministerial Exception 

Department: Northeast Region Reports To: Northeast Regional Director 
Job Status: Part-time or Full-time 
Hours per week: 15-25 hours/week to start; potential to 
increase to 35-40 hours/week 
Travel needs: Occasional; approximately 5-15% 

Work Schedule & Location: Hybrid / Remote; 
occasional in-person support for regional meetings and 
events 
Last Updated: May 2026 

Salary Level: Negotiable $20-$25/hour based on experience. May begin as a part-time trial role and transition to full-time 
based on performance, role fit, regional needs, and budget approval. 

 
 
POSITION SUMMARY: 
This mission/position supports the purpose of HSA-UWC by strengthening the communication, coordination, reporting, and 
follow-up systems of the Northeast Region. The Secretary General / FAMCOM Coordinator supports the Northeast Regional 
Director, pastors, and Family Communities by helping regional priorities move from discussion to action. This role coordinates 
communications, meetings, reporting, pastor follow-up, FAMCOM development, event support, and regional systems so that 
senior leaders can focus more fully on vision, pastoral care, strategy, and community growth. 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 
• Coordinate FAMCOM communication and follow-up by supporting pastors and Family Community leaders, tracking 

participation, identifying follow-up needs, and helping communities stay aligned with regional and national priorities. 
• Support regional meetings and leadership communication by preparing agendas, assisting with Zoom logistics, taking notes, 

summarizing action items, maintaining follow-up trackers, and helping ensure decisions are carried out. 
• Monitor regional reporting systems by following up on missing or incomplete attendance, active member, finance, blessing, 

offering, and other growth-related data. 
• Prepare regional updates and reports, including FAMCOM highlights, scoreboard updates, pastor-facing summaries, briefing 

notes, recognition items, and other communication pieces for the Regional Director. 
• Coordinate with pastors, ministry leaders, PWA/VA support, and regional team members to ensure administrative tasks, data 

cleanup, communications, and system improvements are completed in a timely manner. 
• Support regional events, trainings, and programs by helping manage registration, reminders, schedules, volunteer lists, 

logistics, documentation, and post-event follow-up. 

NON-ESSENTIAL DUTIES AND RESPONSIBILITIES: 
• Assist with creating or updating SOPs, templates, shared folders, forms, trackers, and regional documents. 
• Provide occasional Canva, slide, document, or visual report support when needed. 
• Help onboard new pastors, ministry leaders, assistants, or volunteers to regional systems. 
• Support special projects assigned by the Regional Director or regional leadership team. 
• Assist with basic research, drafting, formatting, or administrative preparation for regional initiatives. 
• Provide occasional in-person support for regional gatherings, workshops, or special events. 

ESSENTIAL QUALIFICATIONS AND SKILLS: 
• Alignment with the mission, values, and culture of HSA-UWC / Family Federation. 
• Strong organizational skills and ability to manage multiple details, deadlines, and follow-up items. 
• Clear written and verbal communication skills, including the ability to work respectfully with pastors, leaders, staff, volunteers, 

and community members. 
• Proficiency with Google Workspace, including Gmail, Google Docs, Google Sheets, Google Drive, Google Calendar, and 

Google Forms. 
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• Comfort using Zoom and basic online meeting tools. 
• Ability to summarize meetings, identify action items, and track next steps. 
• High reliability, discretion, and trustworthiness with confidential or sensitive information. 
• Ability to work independently, ask clarifying questions, and follow through without constant supervision. 

VALUED, BUT NOT REQUIRED SKILLS: 
• Experience in ministry, nonprofit administration, church operations, youth ministry, or community organizing. 
• Familiarity with Northeast Region communities, pastors, and FAMCOM structure. 
• Experience with Canva, spreadsheets, dashboards, project management tools, or AI tools. 
• Experience coordinating events, retreats, trainings, graduations, or workshops. 
• Basic understanding of data tracking, reporting, attendance systems, or CRM-style systems. 
• Experience working with virtual assistants or delegated support teams. 
• Interest in growing into greater ministry leadership or regional operations responsibility. 

PHYSICAL DEMANDS AND WORK ENVIRONMENT: 
The physical demands and work environment characteristics described here are representative of those that must be met to 
successfully perform the essential functions of this job. 

• Physical demands: While performing duties of this job, employees are occasionally required to stand; walk; sit; use hands to 
finger, handle or feel objects or controls; reach with hands or arms; talk and hear. 

• Work environment: The noise level in the work environment is usually moderate. Most work may be performed remotely using 
a computer, phone, and online communication tools. Occasional in-person support may be required for regional events, 
meetings, or trainings. 

I have read and understand this explanation and job description. 
Signature:  _______________________________________  Date:  _____________ 
 
 
FOR HUMAN RESOURCES ONLY 
Completed By ___________________________________________________________ 
HR Approval ____________________________________________________________ 
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