TEAM HANDBOOK

GUEST

SERVICES



BE THE ONE

GO OUT OF YOUR WAY TO
MAKE THE NEW PERSON FEEL
CONNECTED AND EXCITED

ABOUT CHURCH.




Friendly personality and a willingness to make real connections with someone new
Go out of your way to be friendly
Provide a warm welcome to all who arrive at Kindred

Arrive at 8:30 AM

Participate in Guest Services huddle at 8:35 AM

Set up hospitality desk

Set up front lobby by taking pictures off the school walls and making sure trees are
in place and has a nice look to the eye (tree is placed on each side of the black wall
behind desk)

Make sure all signs in lobby are pointing in the right direction

Make sure signs are placed on both giving stands

Place soaps and items in both bathrooms off the main lobby

Set up the nursing mom’s area in the women’s bathroom in the main lobby. The
set-up team will place the green chair, table and changing table in the bathroom
for you to arrange

Make sure main lobby has no trash or items lying around

Set up music/speaker outside to create a fun vibe

Participate in main huddle at 9:00 AM

Open doors under the tent w stoppers after the 9:00 AM huddle

Be ready to give a warm welcome to all

Immediately after service, return to the main lobby to wish everyone a great week
and answer any questions they may have

Ask visitors if they would like to fill out a connection card and give them a mug
after card is filled out

Remove items from bathrooms, reset the lobby area how we found it and clean off
the hospitality desk and place all items in the hospitality cabinet.



GREETING ROLE

o Friendly personality and a willingness to make real connections with someone new
e Go out of your way to be friendly
e Provide a warm welcome to all who arrive at Kindred

o A friendly face and a personality to provide a warm welcome to all.

e Try to get first time visitors names and info on how they heard about Kindred
¢ Record their names and text names to team lead after service is over

e Show first time visitors to the auditorium

o Try to get the visitor to the welcome desk after service to fill out card/work with
hospitality team

e Let them know how awesome it was to meet them

¢ Kindred lanyard to be worn



HOSPITALITY ROLE

Knowledge of visitor card

Be familiar with the church website to point people where to go and sign up for
groups or events by pointing them to the QR code on the hospitality desk.

Set up the hospitality desk (description and pictures in hospitality cabinet)

Be ready and available to assist the greeting team with new people by showing
them to the auditorium/kids check-in

Be prepared to distribute welcome gifts to new visitors who fill out connect card

Kindred lanyard to be worn



KINDRED TEAM
AGREEMENT

WELCOME TO THE TEAM!

THANK YOU FOR VOLUNTEERING AT KINDRED CHURCH. WE COULD NOT DO
WHAT WE DO WITHOUT PEOPLE LIKE YOU THAT SO GENEROUSLY GIVE THEIR TIME.

1. I'will not gossip.

2. Iwill strive to promote the values of Kindred Church in every interaction.

3. All sensitive interactions will be kept confidential and only shared with Kindred Church leadership when necessary.
4. Iwill resolve all conflicts using the principles of Matthew 18.

5. Iwill arrive prepared for my team role.

6. I will arrive on time.

7. I will leave my area the way I found it when I arrived.

8. I will not take anything that is not mine, the belongings of others, or the church.

9. Iwill communicate with my team lead should I run late, have a conflict, or any other needs related to my volunteer role.
10. I will report any misuse of church property or damaging behavior by others to a pastoral team member.

11. I am in the process of or have completed Next Steps.

12. Twill adhere to the policies that Kindred Church has to protect our members and our guests.



