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HEARTBEAT INTERNATIONAL 
Job Description 

 
TITLE:  Affiliation Coordinator    (Non-Exempt) 
REMOTE WORK STATUS:   Position based in the HBI Columbus, OH office 
DEPARTMENT: Ministry Services 
REPORTS TO: Director, Affiliate Services 

SUMMARY 

The Affiliation Coordinator is responsible for all aspects of the affiliation process, communicating with and 
encouraging existing, potential and new affiliates, as well as maintaining and reporting on related database 
records. Job responsibilities are executed in support of Heartbeat International’s (HB) Christian pro-life 
mission, vision, core beliefs, and core operational values. 

JOB RESPONSIBILITIES 

Primary Responsibilities (Approximately 80% of time) 

1. Oversee and facilitate the affiliation and re-affiliation process based on parameters established by the 
Director, Affiliate Services.  

- Coordinate and maintain effective website (heartbeatservices.org) protocols, information, benefits and 
marketing for affiliation. 

- Promote affiliation through communication with potential and new affiliates. Provide information 
regarding HB mission, trainings, resources, operations and affiliation benefits via telephone, e-mail, 
and mail. This includes preparing general informational packets, reviewing materials for accuracy and 
timeliness, and initiating updates, additions, etc., as appropriate to provide best information possible 
to affiliates. 

- Review application materials for completeness and compliance with HB affiliation criteria. 

- Maintain process for insuring timely re-affiliation consistent with department goals. 

- Maintain accurate database records and relevant files for availability of affiliate organization/individual 
records/information needed for Ministry Services operations. 

2. Research, compile, organize, format and distribute information to MS administrators and other HBI 
Departments as relevant to and about Heartbeat affiliates/prospective affiliates. Included in this task is 
researching pregnancy help organization websites and reviewing newsletters/communications. Compile, 
organize, and report information on current affiliates, affiliate statistics, activities, trends and related data.  

3. Manage MS database records to maintain/improve security and integrity of information and user ease in 
entering and retrieving information in appropriate formats. 

- Design reports, queries, forms, and aids within the database to meet MS operation needs according to 
established parameters.  

- Maintain/oversee the maintenance of (establish, review, organize, update) accurate records, logs, lists, 
files (computer and hard copy) of information necessary to ensure security and integrity of MS data. 

4. Assist Ministry Services with providing quality service, trainings, and programs.  

- Prepare affiliate-related data materials for trainings and other events, including correspondence, 
schedules, surveys, registration lists, name tags, certificates, etc., as needed. 
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Oversee the timely distribution of Ministry Services materials, especially the Worldwide Directory, including 
training and consultation materials. Coordinate communication and scheduling with appropriate staff and 
vendors to ensure timely distribution and mailing.  

- Communicate with affiliates. Screen incoming calls as needed, transferring calls to appropriate staff. 
Make outbound calls as needed, especially related to affiliation and renewal status.  Provide general 
information to affiliates and potential affiliates regarding resources, affiliation, programs, and events.  

- Receive and solicit prayer requests from affiliates and pray with affiliates, encouraging them and sharing 
the healing Gospel as appropriate. 

Secondary Responsibilities (Approximately 20% of Time) 

1. Assist with Ministry Services administrative needs. 

2. Special projects or tasks as assigned by supervisor. 

SUPERVISION (Received/Exercised) 

Receives general direction with periodic review of assignments. Expected to make routine decisions requiring 
analysis and interpretation regarding task completion with limited guidance from supervisor.  

REQUIREMENTS 

1. College degree in business, IT, or other related area of study and/or demonstrated equivalent 
experience preferred. 

2. Four years office experience or training, including experience in administrative support role, customer 
service, and/or data entry function. 

3. Accurate word processing/data entry skills including accurate typing speed of 45 words per minute. 
Experience with Microsoft Office (especially Word and Excel) and database software, including 
compiling queries and formatting reports required.  

4. Good interpersonal skills for working cooperatively with staff, Board, affiliates, other organizations, 
and general public. 

5. Ability to handle details accurately and effectively. 

6. Good verbal and written communication skills.  

7. Ability to organize multiple projects and set priorities. 

8. Ability to engage in limited travel as requested to assist with Annual Conference and/or other like 
program needs. 

9. A willingness and desire to serve affiliates and other HB constituencies, including other staff, in support 
of and to promote Heartbeat International’s life-affirming ministry and God’s plan for our sexuality. 

10. Ability and willingness to demonstrate commitment to the Heartbeat International mission, vision, 
core operational values, and core beliefs in the execution of position responsibilities.  

11. A willingness to share the gospel of Jesus Christ by word and example to encourage affiliates, staff, 
and others and to contribute to an office environment conducive to supporting HB’s ministry of life.  
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