
 
Job Title: Disaster Response Manager 
Department: Week of Compassion 
Report to: Managing Director, Domestic Operations 
Job Classification: Full-time, Exempt 
Location: Remote 
Travel Requirement: Approximately 20% 
_____________________________________________________________________ 
 

Job Description  
 

SUMMARY: 
As the relief, refugee, and development mission fund of the Christian Church (Disciples of 
Christ), Week of Compassion works with partners to alleviate suffering throughout the world. 
The Disaster Response Manager is the first point of contact for local congregations and 
regional ministers when disaster strikes.  The person works to advance Week of Compassion’s 
overall mission and help the ministry to be the channel for the resources for the Christian 
Church (Disciples of Christ) in providing ready and compassionate response to an array of 
worldwide humanitarian needs. 
 
Why this role matters:  As Disaster Response Manager, this person will combine relational 
outreach and systems management to ensure communities are supported with compassion and 
equity from the very first call. By administering grants, strengthening partnerships with Disciples 
Ethnic Ministries, and coordinating volunteers, this person will make sure no community is left 
behind. When disaster strikes, this person will be the one who reaches out first—helping 
congregations feel seen, heard, and supported—while ensuring that resources are delivered 
quickly and effectively. This role brings WoC’s mission to life by connecting people, resources, 
and opportunities for service in ways that restore hope and resilience. 
 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES: 
 
Disaster Response  
Manage the day-to-day operations of domestic disaster solidarity and equity grants. This 
includes: 

●​ Serve as the first point of contact for local congregations and regional ministers after 
disasters—making initial outreach calls, listening to needs, and coordinating immediate 
next steps with the Associate Director. 

●​ Oversee the disbursement of domestic disaster grants throughout WoC partnerships. 
This includes: 

○​ Administering grants to Disciples congregations, ecumenical partners and other 
local implementing partners engaged in disaster preparedness, response and 
recovery support  

○​ Strengthen partnerships with Disciples Ethnic Ministries (Obra Hispana, National 
Convocation and NAPAD) in building technical capacities in disaster response.  

○​ Foster relationships with faith-based and civic organizations serving historically 
minoritized populations.  

●​ Develop and maintain robust systems and processes for grants management, including 
tracking proposals, awards, monitoring progress, and ensuring compliance with funding 
requirements and reports. 

●​ Review and approve grantee reports and conduct proper grant close out.  



●​ Provide accurate reports on grant activities, progress and outcomes for internal and 
external communications.  

●​ Collaborate with the communications team in providing impact stories and situation 
reports on ongoing domestic disaster response.   

●​ Work alongside the Treasury Services in collecting organizational information, tax status 
and banking information as required for grant recipients.  

●​ Represent WoC in NVOAD meetings and/or serve on relevant sub-committees as 
requested by Associate Director for Domestic Disaster Response.  

●​ Work with the Associate Director in developing and maintaining the roster of 
preparedness training and activities among Disciples congregations, communicating 
with these churches to promote additional preparedness actions. 

●​ Provide content to the Willing to Respond quarterly newsletter.  
 

Volunteer Coordination  
Manage the day-to-day operations of domestic volunteer programs. This includes: 
 

Domestic Volunteer Coordination 
●​ Working closely with staff, promote opportunities for volunteering with 

Week of Compassion operated sites and partner initiatives  
●​ Manage registration process for Week of Compassion operated volunteer 

sites by collecting registration forms, sending pre-trip and post-trip emails to 
volunteers, etc.  

●​ Update volunteer rosters (weekly and long-term volunteers) as needed  
●​ Support the operation of volunteer sites by communicating with site leaders 

and volunteers  
●​ Manage and maintain updated volunteer opportunities in Volunteer Local and 

Week of Compassion website  
●​ Gather the information needed to create new events in Volunteer Local 

platform 
●​ Communicate with group leaders interested in volunteering  
●​ Ensure all required paperwork is collected from all volunteers  
●​ Ensure all sites are prepared to receive volunteers  
●​ Track reimbursements to site leaders and partners  

 
International Grants Management 

●​ Provide assistance to international faith-based partners in submitting online grant 
applications as requested by the Executive Director.  

 
International Volunteer and Secondment Coordination 

●​ Assist the Executive Director in identifying countries and partnering with global 
partners for short-term volunteer work in disaster response or secondment.  

●​ Work alongside Higher Education & Leadership Ministries and global partners in 
recruiting, selecting and onboarding volunteers / seconded staff.  

●​ Coordinate with volunteers / seconded staff on collecting and sharing logistical 
information and scope of work.  

●​ Conduct volunteer / seconded staff check-in during their service period and 
provide assistance where needed.  

●​ Conduct exit interviews and together with the Executive Director, develop a 
post-service activity to share and promote the work of WoC to congregations. ​  

 
Qualifications and Preferred Experience 



​ Required: 
●​ Commitment to the mission and values of Week of Compassion and the Christian 

Church (Disciples of Christ). 
●​ Bachelor’s degree (or equivalent experience) in community development, 

emergency management, public administration, theology/ministry, or a related 
field. 

●​ At least 3-5 years of experience in disaster response, grants management, or 
program coordination. 

●​ Strong organizational skills with attention to detail and the ability to manage 
multiple priorities in a fast-paced environment. 

●​ Excellent communication and relationship-building skills, with a demonstrated 
ability to work collaboratively across diverse communities and networks. 

●​ Proficiency with Microsoft Office tools and grant/volunteer management 
platforms. 
 

​ Preferred: 
●​ Experience working with faith-based, ecumenical, or community-based 

organizations in disaster preparedness and recovery. 
●​ Knowledge of FEMA, VOAD, or long-term recovery group structures. 
●​ Experience with equitable or community-led disaster recovery, particularly with 

historically marginalized communities. 
●​ Familiarity with domestic disaster case management and/or volunteer 

mobilization. 
●​ Master’s degree and/or ordained with background in or sensitivity to pastoral 

care, trauma-informed engagement, or congregational ministry.  
●​ Bilingual in English and Spanish, Korean, or French 

 
Core Compentencies 

●​ Collaborative Spirit: Values teamwork, shared leadership, and the diversity of gifts 
across staff, volunteers, and partner organizations. 

●​ Cultural Humility: Demonstrates sensitivity and respect for different cultures, 
experiences, and faith expressions; actively seeks to learn from others. 

●​ Initiative and Accountability: Works independently with strong follow-through; 
identifies needs and takes action while keeping others informed. 

●​ Adaptability: Remains calm and solutions-oriented in dynamic or crisis situations, 
adjusting quickly to changing circumstances. 

●​ Pastoral Presence: Engages with empathy, compassion, and care, particularly in 
moments of loss or uncertainty within communities affected by disaster.  

 
 

 
All the duties and standards of this position will be performed according to established policies, 
procedures and guidelines within the Office of the General Minister and President and the wider 
church. 
 
This job description is not intended to be a complete list of all duties and responsibilities 
required for the position and is subject to review and change at any time in accordance with the 
needs and priorities of the ministry. The duties for a specific position with this title will be defined 
and assigned by the immediate supervisor. 
 
This position may be remote. 



 
COMPENSATION: The salary is commensurate with experience, and includes: 

●​ For clergy, salary/housing, with a social security allowance 
●​ 14% pension fund contribution (on top of salary/housing) 
●​ Health care insurance 
●​ Paid vacation/sick time 

 
APPLICATIONS: Applications will be accepted through December 12, 2025, and should include 
a letter of intent and resume. Please send applications to info@weekofcompassion.org. 
 
For questions, please make sure to read the job description closely and if there are additional 
questions regarding this position, please direct them to Rev. Alexis Vaughan at 
Alexis@weekofcompassion.org. 
 
The Office of the General Minister and President is an Equal Opportunity Employer. It is our 
policy to make all personnel decisions without discriminating on the basis of race, color, creed, 
religion, sex, disability, veteran status, age, marital status, sexual orientation, citizenship status, 
national or ethnic origin, and any other protected status. 
 


