Information Booth

The Information Booth has two primary functions.

1. To provide ‘information” to the saints of Abundant Life Church on any event scheduled or sponsored by the church.  The central location allows all departments to bring their details to our booth and then saints know exactly where to go when wanting to sign up, pay for, or ask questions about anything that is happening in our church. 

2. To provide a warm and inviting atmosphere in the foyer that welcomes visitors and offers assistance to them.  We do whatever is necessary to ensure that their needs are met.  This may include, but is not limited to; Getting name and address data from the visitors. Getting information on any children attending and assisting them in finding their Sunday School class or nursery.  Passing along that information to the Sunday School teachers so that they do not have to repeat the process. 

In addition to this the Information Booth updates address change information for the members of Abundant Life Church.  

The Information Booth edifies the saints by making the task of getting the details about any event easier.  This provides a many more opportunities for people to involve themselves in the church life of Abundant Life Church.  As the saints become involved in the many activities of Abundant Life Church they will learn the joy of serving God’s people and fellowshipping with Gods people.    The Information Booth is key in evangelizing the lost.  It is the primary source for gathering information so that guest follow-up can take place.  The Information Booth greets all guests and provides services for them.  This makes guest to know that they are valued and important to the Abundant Life Church.  It gives guests someone to go to with any questions they might have.

Personnel

Director: The Information Booth has one Director.  

Requirements: Must be a member in good standing of the Abundant Life Church as is described in the /// in the General Church Information Section.  Must keep a positive, helpful attitude with guests, church members, and department heads at all times.  Appearance must be neat and Godly.  The Director position requires strong organizational and people skills. The Director of the Information Booth must be appointed by the Senior Pastor.  

Responsibilities: The Director of the Information Booth ensures that the overall function of the Information Booth is meeting it’s purpose.  The Director schedules and makes sure that the Assistants are in the Information Booth before and after each service.  The Director keeps flyers that are posted current, processes all money that comes into the Information Booth, and keeps computer data updated.  

Assistant: There are currently two assistants working in the Information Booth.  There is certainly a need, and room for more people to be involved in this valuable ministry.

Requirements: Must be a member in good standing of the Abundant Life Church as is described in the /// in the General Church Information Section. Everyone associated with the must keep positive helpful attitudes with guests, members, and department heads at all times.  The appearance of all Information Booth personnel must be neat and Godly.

Responsibilities: Assist in the overall operation of the Booth. Arrive before service as scheduled by the Director.


Operation

· The Information Booth should be open thirty (30) minutes prior to regular church services and should remain open until ten (10) minutes after the start time of each service.  (This is in case visitors are late and need assistance.)  Booth should then be open at the close of each service for approximately 15 minutes.

· The Information Booth Director should make sure that one person is in the booth during the above mentioned times.  Two or three Assistants can be in the Booth at one time if needed.  More Assistants are needed on Sunday morning to allow an Assistant to escort visitors with children back to the Sunday School area.

· The Information Booth Director collects all visitor cards and change of address forms turned into the Information Booth and updates the information

