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Christian Millionaire Book Club 

Job Description  
Administrative Officer  

 
About the Christian Millionaire Book Club  
Our vision is to create 12,000 millionaires with a purpose to expand the Kingdom of 
God here on earth! We do that through reading life-changing books to transform our 
mind, supporting our members to create businesses that solves problems for 
humanity, and encouraging our members to tithe, save and invest their wealth. 
 
Values:  
God-fearing  
Courage  
Compassion 
Honesty  
Prayerful  
 
Person Specification  
The Christian Millionaire Book Club currently has five branches and is rapidly 
expanding. For this reason, we are looking for a unique individual with excellent 
administrative and organisational skills who is looking for the opportunity to grow with 
a life-changing Book Club. You will be nurtured and developed to discover your 
purpose and reach your full potential.  
 
We are looking for an individual with the following skills, talent and abilities:  
 

1. Excellent Organisational skills  
2. Excellent communication skills  
3. Loyalty and trustworthiness  
4. Strong values  
5. Able to work on own initiative  

 
Coordination  

a) Coordinating 90 days challenge spreadsheet 
b) Reminding 90 days challengers to send daily updates 
c) Coordinating end of month prayer meeting 
d) Coordinating CMBC Mastermind and obtaining millionaire facilitators 
e) Coordinating telegram posting (i.e. who should post on which week 
f) Sending telegram daily reminders if leaders do not post on time 
g) Coordinating the CMBC Acceleration Programme and ensuring that the 

coaches are paid on time 
h) Coordinating branch leaders meeting 
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Website  
a) Check website inbox on a weekly basis and respond to enquiries  
b) Update website on a monthly basis with the new theme and the book link. Also 

update the website with the links to all the various book clubs  
 
Communication  
a) Responding to enquiries to the CMBC inbox email 
b) Responding to enquiries generated from website, Instagram and LinkedIn 
c) Keeping an eye on the telegram group and ensuring that enquiries are responded 
to 
 
Stakeholder management   

a) Reminding branch leaders to post on telegram if they are late 
b) Attending the book clubs on a monthly basis and checking if it being run 

according to the book club checklist  
 
Organisation  
a) Updating the membership spreadsheet and add or remove members as required  
b) Adding documents to Google Drive 
c) arranging 1-2-1 for Managing Director with branch leaders to ensure they are up to 
speed 
 
Newsletter  

a) Coordinating the writers for the CMBC monthly newsletter 
b) Updating mailing list  
c) Scheduling the posting of the monthly newsletter.  

 
New members  
a) Sending welcome pack to new members 
b) Updating Welcome Pack for new members on a quarterly basis   
 
Marketing  

a) Developing a marketing strategy for the book club  
b) Advertising new book club sessions on website, Instagram and LinkedIn 

 
Finance  
a) Checking membership payment spreadsheets prepared by Finance Director and 
ensuring that leaders are paid on time  
 
Events Management  
a) Coordinating workshops and socials 
b) Creating guidelines and feedback forms 
 
Miscellaneous  
Any additional duties / tasks assigned by the CEO / Managing Director.  
 
Renumeration: This will be a part-time role that will eventually become a full-time role 
for the person with the right specification. Renumeration will be negotiated.  
 
How to Apply:  
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1. Please send us a CV and covering letter outlining how you meet the person 
specification  

2. This will be followed by three rounds of interview, firstly with the Managing 
Director and then with the Branch leaders to ensure you are the right fit  

3. Successful candidates will then be progressed to the third phase. This will 
involve you visiting all the various Book Clubs and providing your feedback on 
suggestions for improvements.  

4. A final interview will then be held with various members of the team as 
appropriate and a decision made on the successful candidate.  

 
For any questions, please contact Blessing at info@christianmillionairebookclub.com 
or 07984616693. Visit www.christianmillionairebookclub.com  

mailto:info@christianmillionairebookclub.com
http://www.christianmillionairebookclub.com/

