Executive Secretary to the Area Service Missionary Coordinators
Including Audio/Visual Support for Mission Meetings and Events
	Assignment flexibility: This assignment may be filled by a senior missionary elder or by a senior missionary couple. Responsibilities may be divided between a couple according to skills, availability, and the needs of the mission.


Purpose
This role supports the Area Service Missionary Coordinators (ASMCs), who are called by the Area Presidency to oversee and assist the Service Missionary Advisers (advisers). The advisers, in turn, support the young service missionaries serving from their assigned stakes within the Utah Layton Mission.
Maintain the Excel Roster (IMOS+)  |  10–25 hours per week; primarily remote
IMOS+ is a district-based database that currently tracks more than 250 service missionaries (SMs) in approximately 21 districts. During each transfer, approximately 25–35 missionaries arrive or depart and must be added, tracked, or removed.
The workbook contains multiple worksheets. Its primary database includes approximately 40 data points for each missionary and helps ensure that no missionary slips through the cracks. It is also the source for district rosters and is used to track interviews, meeting invitations, leadership assignments, teaching opportunities, splits, and other information.
To remain accurate, IMOS+ must be reconciled with the Church’s Service Missionary Management System (SMMS). When completed each transfer, the reconciliation takes several hours; it takes longer when updates are deferred.
When this assignment is filled by a couple, one companion may assist by monitoring for and adding newly assigned missionaries.
Generate and Distribute Mission Reports  |  8–10 hours per transfer
Service missionary arrivals and departures — weekly
Leadership roster –- once per transfer
Splits list — once per transfer
All missionaries by stake — once per transfer
District rosters for advisers — twice per transfer
Schedule and Chaperone Service Missionary Interviews  |  5–8 hours per week; approximately half remote
The mission president and the ASMCs hold weekly interviews for newly arriving service missionaries. This requires timely contact with both transfer and original missionaries to schedule interviews at the mission office.
Attend interview sessions to greet missionaries and guide them between the mission president and the ASMCs.
Additional interviews are scheduled as needed for assignment changes, concerns that arise, departing missionaries, and other circumstances.
Coordinate Adviser Interviews  |  2–3 hours every other transfer
The ASMC couple meets every other transfer with each adviser couple. When the assignment is filled by a couple, one companion may coordinate and schedule these meetings.
Send Meeting and Event Invitations  |  1–2 hours per week
Prepare and send email invitations to service missionaries for mission meetings and events.
Support Adviser Meetings  |  3–4 hours per meeting; approximately three meetings per transfer
Set up the meeting space; coordinate and prepare agendas with the ASMCs; attend the meetings; take minutes; and distribute the approved minutes afterward.
Provide Audio/Visual Support  |  40–50 hours per transfer; skills can be learned
Set up microphones, projectors, and other A/V equipment for mission meetings; attend meetings to ensure equipment functions properly; and resolve problems as they arise. This includes mission conferences, held twice each year, and zone conferences, typically held over four days each transfer.
Create and distribute Zoom links and invitations for mission meetings held online.
Gospel Scholarship meetings are held two or three times per transfer. Coordinate with the speaker regarding A/V needs, set up and manage the Zoom broadcast, record the meeting, and distribute the recording to those unable to attend—primarily service missionaries serving at their service sites during the meeting.
Complete Other Assignments as Needed
Help transport departing teaching missionaries’ luggage to the airport.
Assist with telephone greetings during teaching missionary transfers.
Prepare departing packets for missionaries ending their service.
Provide other administrative or logistical support requested by mission leaders

Summary of Time Commitment
	Typical Week
	Estimated Time

	Light week, with mostly remote work
	15–20 hours

	Normal week, with mostly remote work and two or three mission-office meetings
	20–30 hours

	Transfer or zone-conference week
	35–50 hours


Note: Weekly hours vary according to the transfer calendar, scheduled interviews, meetings, conferences, and other mission needs. Much of the administrative work can be completed remotely, but regular attendance at the mission office and mission events is required.
