New Birth Community Church
Arts Ministry Director

Characteristics of the Arts Ministry Director:
· Ability to work well in a team

· Ability to teach and equip available artists

· A broad expression of musical styles

· A deep appreciation of the dramatic and visual arts

· A desire for achieving excellence in the use of time and talent available

· Ability to conceive and lead meaningful weekly worship services 

· A love for and celebration of God

 

Specific Duties:
                                                                                                                                       
Oversee and coordinate planning and execution of all worship service events in which the Arts Ministry will be a part of the Worship Celebration:
· Planning Sunday morning and special events centered on corporate worship, in cooperation with the senior pastor and other worship leaders. 

· Planning rehearsal times in advance of worship events to provide adequate preparation for bringing the best of our gifts to God in worship. 

· Cultivating spiritual depth and artistic excellence to enable the worship of God in spirit and in truth. Providing a welcoming environment to all who come to worship.

· Communicate with the Minister of Music and/or Worship Leader to ensure that all songs performed are cohesive to the songs selected for the worship service for that particular performance.

· Work with the Mime Ministry, Liturgical Dance Ministry, Drama Team, and Step Team Ministry. 

· Responsible for ordering and selecting uniforms for each department of the Arts Ministry.

· Coordinate and communicate all calendar events with church office, Minister of Music, and Music Department President.

· Encourage the development of spiritual, musical, and artistic gifts of other people.
· Recruit people for participation in arts ministry.

· Write and direct brief cameos for sermon illustrations.

· Plan and implement drama programs for the congregation, such as:
     - Advent;
     - Lenten/Easter;
     - plays;
     - variety shows.

·  Coordinate costuming, props and staging for drama programs.
  

The Minister of Worship and Arts reporting structure: 
   The Arts Ministry Director will report directly to the senior pastor.

New Birth Community Church
Ruling Elder Job Description

REPORTS TO: SENIOR PASTOR

Elders are responsible to oversee the congregation and/or leaders under their care. As ordained officers, elders assume that such responsibility is one they will ordinarily have for life. They serve as examples to that congregation. They also have a responsibility to govern well (as found in 1 Peter 5:1-3). They are held accountable to God himself for their service (Hebrews 13:17) and will be judged with greater strictness (James 3:1). In addition, they must “hold firm to the trustworthy word as taught, so that he may be able to give instruction in sound doctrine and also to rebuke those who contradict it” (Titus 1:9). 
As they lead the congregation in the development and accomplishment of its vision, they will fulfill their responsibilities as follows:
1. Assist the senior pastor in fulfilling his role as the primary spiritual leader, vision caster, pastor, and teacher of the church.


2. Assist the senior pastor with projects as requested.

3. Participate in leading the church services as required.

4. Monitor the church ministries and alert the senior pastor of any areas of concern.

5. Assist in developing, organizing and giving leadership roles to the ministries within the church as directed.

6. Develop educating and training materials as agreed upon with senior pastor for other associate ministers. Also, responsible for the overseeing/organizing the monthly ministerial meetings.

7. Oversees the ministerial staff alongside the senior pastor. Thus, serving as the liaison between the senior pastor and ministerial staff.


8. In conjunction with the Ministerial Staff, conduct visitations to perspective members, hospitals, and shut-ins on behalf of the church when requested. The ruling elder, will also assign visitation assignments to the ministerial staff as needed.


9. Assist the senior pastor with worship and pastoral care concerns to include assisting in funerals and weddings as requested.

10. Assist in scheduling and coordinating events.

11. Assist in counseling to those in need.
12. Provide appropriate reports to the pastors, appropriate committees, and church.
New Birth Community Church
Food Services Director Job Description

Reports To: Facilities Director

Position Summary: The Food Services Director will support and supervise all areas of kitchen control and provide appropriate food service for church programs and special events.

Primary Duties and Responsibilities:
· Coordinate with other members to ensure that appropriate food service is provided for church programs, church school and special events. 

· Train and supervise kitchen staff members to ensure proper food preparation, sanitation and service.

· Develop creative, nutritious and cost-effective menus.
· Organize all church sponsored food-related events

· Organize all volunteers associated with the Food Service Ministry and assign tasks as necessary.
· Ensure that kitchen and equipment are clean and well-maintained.   

· Obtain required health and fire permits.   

· Order food and supplies to maintain appropriate inventory levels.

· Coordinate with other members and/or Facilities Director regarding special set-up requirements.

· Provide information about food-service options for receptions, including:
     - room capacities; 
     - menus; 
     - estimated costs.  

· Coordinate with caterers and other outside services.

· Prepare and distribute a monthly lunch menu for Fellowship Sunday’s.
· Secure money collected and turn it in along with accurate accounting to the church office on a weekly basis.  

· Establish departmental goals and objectives by prioritizing related programs, managing the use of facilities with facilities director, planning an appropriate budget, delegating tasks and evaluating progress regularly.

· Work with appropriate committees, officers and leaders in carrying out the food-service program of the church.

· Attend regular staff meetings and retreats.

· Cooperate with the Facilities Director and Senior Pastor by performing any other duties when asked to do so.

New Birth Community Church

Church Secretary
Reports To: Senior Pastor

Position Status: Full-Time 

Position Summary: The church office is the hub of communication and requires efficient clerical office management and improvements in day-to-day operations.

Job Responsibilities and Duties:

Weekly

· Enter worship attendance & Offerings in membership software.

· Make weekly church deposits

· Oversees the work of the church accountant in the receipt, deposit and disbursement of all church funds.

· Works with the church accountant, establishes a financial record system for the church and directing its operations.

· Oversees the purchasing process and maintaining vendor relationships.

· Prepare visitor reports and letters and notify visitation committee.

· Notify pastor, associate pastor, church board, lay ministries, and prayer chain leader of members who are hospitalized or disabled; births, deaths, and weddings in church membership and families of members.

· Upload calendar changes and sermon notes to the web site.

· Coordinate with facility manager about church properties use.

· Prepare staff meeting agendas.

· Update church web site as needed.

· Coordinate church ministry volunteer activities.
· Print weekly worship bulletins.

· Keep the Senior Pastor’s calendar.

· Give all reports from ministry members to ministry heads

· Keep all church files orderly and up-to-date.

Monthly

· Gather information, prepare, lay out and print monthly newsletter.
· Pay all church bills.
· Maintain and update church management program and mailing list.

· Work together with board secretary to keep the permanent church register current.

· Create and maintain physical asset tracking system.

· Maintain church calendar.

· Prepare bulk mailings when necessary.

· Assist outreach team with the creation and mailing of quarterly mailing pieces.

· Provide clerical assistance to church staff as needed.

· Provide clerical assistance to pre-school center director and staff as needed.

· Provide clerical assistance to church ministries as needed.

· Provide backup support for administrative assistant.

· Order office supplies as needed.

· Coordinate the repair/maintenance of church office equipment.

· Coordinate/assist with special events.

· Preparation of annual congregational reports in conjunction with other staff members.

· Other reports as directed

· Prepare Church Board agenda and gather business items.
Job Skills and Requirements

· Demonstrated proficiency in computer skills including Word and Excel, and adaptability to church management software.

· Attention to detail and follow-through on assignments on deadlines.

· A commitment to good interpersonal relationships, teamwork and support of church ministries, and a pleasant personality.

· A commitment to confidentiality regarding all records, both of the church and staff, and the members.

· Dependable attendance.
Evaluation and Compensation

The Office Manager works directly under the Senior Pastor, and receives an annual

performance evaluation. Compensation is reviewed annually.

New Birth Community Church

Facility Director Position Description

Reports To: Senior Pastor

Position Summary: The Facility Director will support and supervise all areas of building maintenance and custodial care.
Job Responsibilities and Duties:

Work directly with office staff for set up of church events and building operations; regularly inspect the church premises for areas of need or concern and report findings to the church office; assist in the coordination of church workdays and other building projects done with volunteers.
Support

The Facility Director supports the ministry of New Birth Community Church by attention to working with custodial care and maintenance, multimedia systems, and all mechanical systems. This position supports the ministry of New Birth Community Church by attention to living to the highest level of moral integrity and faithful required attendance of church services.

Expectations

The Facility Director will grow spiritually and professionally in specific areas, while being a part of the

New Birth Community Church team. The use of technical skills from previous experience will prove to be an invaluable asset to this ministry. This position is a key team player in helping guide this ministry to fulfill its purpose statement. 

Essential Functions

· Regularly inspect the church premises for areas of need or concern and report findings to the church office.

· Support the ministry goals of New Birth Community Church through the application of expertise primarily in areas including the custodial care and maintenance, building operations, and mechanical systems.

· When necessary, contact applicable outside vendors to facilitate repairs, ensuring competitive and fair pricing.

· Review all outside vendor invoices to ensure satisfactory completion and report to office.

· Respond to office and ministry service and maintenance requests.

· Supervise other building employees to ensure proper set up and tear down for church events, which will include some evenings and weekend hours.

· Coordinate the maintenance of the plumbing, electrical and mechanical systems including minor repairs and coordination of volunteer or outside vendors for major repairs or replacements.

· Work with Media Ministry with all audio/video equipment.

· Work with the Food Service Ministry with all Kitchen/Food Service issues.

· Ensure compliance and implementation of policies put in place by leadership.

· Oversee maintenance and safety inspection of church-owned vehicles.

· Organize and retain maintenance records for the building, contacts of outside vendors and annual/seasonal maintenance checklists.

· Develop and recommend a plan to repair and/or replace needed items around the church. Discuss best ways to utilize church volunteers to accomplish needed improvements.

Knowledge, Skills And Abilities

· Effectively plan and schedule personnel/volunteer time to assume maximum productivity.

· General knowledge of building maintenance, general carpentry, plumbing, electrical, audio systems and/ or custodial skills or experience.

Additional Responsibilities

In addition to the above and as required from time to time, there may be additional areas of supervision for which this position will have responsibility, as assigned by the Senior Pastor.
New Birth Community Church 

Christian Education Director Job Description

Position Description

The role of the Christian Education Director is to assist the Senior Pastor and staff in overseeing the ministry of Christian education and formation for adults, youth and children on Sundays and during the week. The Christian Education Director will work alongside clergy and lay ministers to carry out this mission as a member of a team in ministry. The position is full-time.

Key Responsibilities

Christian education activities: In accountability to the Senior Pastor, the Christian Education Director will oversee, supervise and develop educational opportunities for church members to help them grow in their faith. 

1. Responsibilities include:

a. Developing goals and objectives for the Christian education program at all levels in line with the strategic plan.

b. Assessing educational needs for all ages, setting goals for education and formation, and developing programs and activities to achieve those goals and meet identified needs.

c. Identifying and testing age-level curriculum resources, whether commercially produced or developed by pastoral staff.

d. Identifying and planning for both ongoing educational programs and short-term or one-time educational events.

e. Recruit, train and work with the lay teaching volunteers in coaching and strengthening their teaching abilities.
f. Oversee the Sunday School Concluding Ceremony each week. 
2. Staff supervision and development

a. Identifying pastoral, lay staff and lay volunteer resources and needs in Christian education.

b. Oversee, plan and implement staff recruitment, training and development.

c. Coordinate Vacation Bible School.
d. Research, order and distribute curriculum materials and other educational resources.

e. Serve as manager by conducting performance evaluations, providing ongoing informal performance feedback, and reporting to the Senior Pastor regarding ministry activity and performance.
3. Administration: The Christian Education Director will strengthen the programs and activities with adults and young people through:

a. Development of short and long-term goals and plans for educational ministry.
b. Development and implementation of an annual calendar of activities and programs that are inclusive and promote relationship development and discipleship at levels appropriate to every group.
c. Development and management of the annual budget for Christian education.
d. Responsiveness to communication demands which arise through personal interaction, email, and telephone contacts.

e. Attend conferences and participate in educational training events to strengthen the knowledge and skill bases in Christian education.

f. Work regularly with pastoral and lay staff and key volunteer leaders to integrate educational offerings and opportunities into other ministries (i.e., missions, youth ministry, evangelism, multi-cultural outreach).
4. Evaluation:

a. The Christian Education Director will file monthly reports to the Senior Pastor and, when requested, to the Trustees, on educational ministry accomplishments and activities. 

New Birth Community Church

Director Of Youth Ministries
ACCOUNTABLE TO:  SENIOR PASTOR
PURPOSE: To serve the church by developing, coordinating and administering an effective and comprehensive ministry to the junior-high and senior-high youth of the church and providing leadership to and supervision of staff members and volunteers involved in this ministry.

PRIMARY DUTIES AND RESPONSIBILITIES:
 1.  Supervise the youth ministry program including:
     - worship; 
     - education; 
     - spiritual development; 
     - evangelism; 
     - missions; 
     - fellowship; 
     - affirmation of youth; 
     - support of families of youth.

 2.  Develop youth activities and curriculum.

 3.  Prepare the annual budget for the Department of Youth Ministries.

 4.  Oversee the planning of youth programs for special services, such as:
     - Youth Sunday; 
     - Easter; 
     - Thanksgiving; 
     - Christmas.

 5.  Recruit and train volunteers for leadership in youth ministry.

 6.  Oversee the care of equipment related to youth ministry. Purchase supplies, materials and equipment as authorized.

 7.  Coordinate monthly youth activities with the church master program and facilities calendar.

 8.  Develop and implement programs to effectively transition youth from one grade level to the next. 

 9.  Counsel youth and parents who need guidance.

10.  Assist in worship and preach at the request of the Senior Pastor. Teach Sunday morning classes and midweek Bible studies as requested.

11.  Administer the work of the Department of Youth Ministries by encouraging teamwork and mutual support, and by providing leadership and nurture to staff members who work in the department.

12.  Establish departmental goals and objectives by prioritizing related programs, managing the use of facilities, planning an appropriate budget, delegating tasks and evaluating progress regularly.
New Birth Community Church 

Children’s Minister Job Description

I. Purpose
The purpose of the Children’s Minister is to work with the church staff to provide nurture for all children, ages 5-12, who come into the care of New Birth Community Church, to encourage their spiritual, educational and relational development, and to train them in the way of Christian discipleship.

II. Responsibilities
1. Work closely with the Nursery, Youth Counselors, Children’s Choir Coordinator, and Christian Education Director.
2. Recruit, train, coordinate and supervise church nursery staff members.

3. Oversee “Children’s Church” on 1st, 2nd, and 3rd Sundays.

4. Plan, organize, and supervise special functions, both social and informative, for the children throughout the year. Work with other members of the program staff to provide a well-rounded program of teaching, music and recreation for the children of the church.
5. Administer the work of the Department of Children's Ministries by encouraging teamwork and mutual support and providing leadership and nurture to staff members who work in the department.
6. Oversee children’s education programs on Thursday evenings.

7. Assist in Vacation Bible School planning and implementation with the Christian Education Director. 

8. Plan and coordinate activities for children in the summer. 

9. Coordinate distribution of Bibles for graduating 1st graders. 

10.  Organize a quarterly Academic Honors Program to honor academic acheivement.

11.  Review and recommend to the Trustee Board, the budget for all children’s activities. 

12. Turn in monthly reports to the Senior Pastor

13. Organize missions activities for the children to sponsor

14.  Perform any other duties when asked to do so.
