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In 2011, my area director for Southern Africa approached me about changing my missionary assignment from Zambia to Malawi and beginning a working relationship with the Malawi Assemblies of God. Because I was on furlough in the US and needed to finish my work in Zambia, I moved in December 2013. 

Soon after arriving in Malawi, I began seeing the author’s name on various documents. About a year later, after being selected as the mission representative to the national church, we met and became acquainted. Over the ensuing years, we have collaborated on numerous projects, served together on various boards and committees, and developed a close friendship. I have been impressed by his passion for, and commitment to, ministry integrity as an essential, foundational element of enduring Christ-centered ministry in a skeptical world. This book on church administration is born of that passion.

Because church administration centers on meetings, budgets, calendars, policies, facilities management, and related responsibilities, many regard it as less spiritual and dismiss it as time-consuming activities that drain ministry resources. Yet neglecting administration can foster unsound practices, damage the reputation of an otherwise sound ministry, and jeopardize its objectives. Understanding and applying sound administrative principles helps protect a ministry from these consequences. By faithfully ordering human and material resources around ministry objectives, sound administrative procedures create the conditions for every aspect of ministry to flourish.

Today’s churches and ministry organizations operate in a social, political, and religious environment that is often critical, maintains high expectations, and imposes rigorous standards. In this context, ministry leaders must address issues beyond spiritual formation. They must also address financial matters, staffing and policy issues, and legal and security matters. These are just a few of the many administrative issues that demand attention. Good intentions alone are not enough; sound operational principles must support a ministry’s work and reflect its foundational integrity. This book is therefore timely, and faithfully applying its message can contribute significantly to a ministry’s long-term success.

While this book challenges readers to adopt sound administrative procedures, the author, himself a pastor and church leader, firmly rejects treating church ministry as an ordinary business venture. The church does not manufacture and sell products. Rather, it proclaims God’s kingdom as a reality that transcends earthly systems, invites unbelievers to enter that kingdom, and disciple new converts toward spiritual maturity within it. Effective administration must therefore serve these spiritual purposes, with ministry leaders approaching their responsibilities from pure motives and a ministry vision shaped through prayer, Bible study, and fellowship with Christ through the Holy Spirit. This principle gives the book its strength and forms the basis of my recommendation.

As you read this book, prayerfully consider its recommendations and discuss them with your ministry team. Budgets must clearly express ministry priorities. Policies must define appropriate behavior in a range of ministry circumstances. Staffing decisions affect employees, their families, and the entire organization. Simply put, every administrative decision can support or hinder the organization’s ministry objectives. Sound administration is therefore an essential expression of faithful stewardship.

The practical nature of this book reflects the author’s educational background and years of ministry experience. It is grounded in a clear understanding of the realities facing today’s spiritual leaders and a desire to clarify organizational decision-making while keeping every decision aligned with the church’s mission. In so doing, it keeps a clear focus on the human element involved. It recognizes that churches are not mechanical devices that incorporate people as interchangeable assets. It calls for wise policies, structures that serve rather than control, accountability seasoned with grace, and efficiency rooted in compassion.

Every ministry practitioner, from laypeople to senior leaders, will benefit from engaging with this book. Senior pastors and other church leaders will gain insight into translating vision into sustainable action. Board members, volunteer leaders, and other nonprofessional ministry workers will better understand how their roles contribute to the organization's overall health. The book will also help Bible school and seminary students, emerging leaders, and entry-level practitioners build a foundation that can prevent many frustrations as their ministries develop. Whether new to ministry or seasoned by years of service, readers will find practical insights they can apply in their own contexts.

Excellence in administration is an ongoing pursuit and an elusive goal. New challenges will arise, bringing pressures that require thoughtful realignment of administrative systems. The development and application of administrative skills are not intended to replace spiritual discernment. Leaders must be prepared to use all available tools to steward the sacred trust Christ has given us. Sound administration enables leaders to focus on ministry objectives, helps congregants and the wider community understand the processes that guide decisions, and builds the confidence needed for long-term ministry success.

My years-long friendship and working relationship with the author reassure me that he wrote this book to help pastors and church workers who labor under intense pressure, often with limited training. I have witnessed his passion for seeing churches become stronger, healthier, and more effective in their witness. From personal observation, I can say his desire is to serve the church, not impress it.

In this book, the author combines practical guidance with spiritual insight to address a pressing need in today’s church. Its respect for human systems and the nature of our sacred calling positions it to help leaders organize their ministries more effectively and create an environment in which both volunteer and professional staff can thrive. Its pages contain a roadmap for turning ministry vision into coordinated action and transforming good intentions into dependable practices.

Because I am convinced that applying this book's principles will strengthen ministry integrity, promote sustainable practices, and empower churches to fulfill their calling with greater effectiveness and excellence, I give it my full recommendation.
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In a time when churches face unprecedented challenges, the significance of effective administration cannot be overstated. "Tactical Church Administration: Roles, Plans, and Assessment for Strategic Growth" is crafted from a steadfast belief that sound administrative practices are vital to empowering the church to fulfill its God-given mission with resilience and impact.

Throughout my varied experiences in church life, I have witnessed the transformative power of effective administration. While discussions of church administration often evoke images of meetings, budgets, and policies—tasks perceived as mundane or bureaucratic—I propose that these elements are foundational to ministry growth. When approached with diligence and integrity, administration becomes a driving force that ensures a church’s resources work harmoniously toward its spiritual mission.

This book serves as a practical guide, equipping church leaders with clear job descriptions, comprehensive terms of reference, and strategic frameworks for developing dynamic organizational plans that advance both spiritual and community development. The intent is clear: to seamlessly connect spiritual ambitions with practical execution. Each chapter offers insights and actionable strategies that empower church boards, pastors, and support staff to fulfill their roles with clarity, purpose, and confidence.

I extend heartfelt gratitude to my mentors and colleagues in ministry, whose support, wisdom, and encouragement have been invaluable on this journey. I also thank the numerous congregations that have offered me the opportunity to learn through real-world experiences, showcasing the joys and challenges inherent to church life.

As you delve into this content, remember that the essence of strong church administration goes beyond mere management; it is about amplifying the church's mission—spreading the Gospel of Jesus Christ. I encourage you to reframe your perspective, viewing administration not as a burden but as a crucial part of nurturing vibrant, thriving ministries. 

I sincerely hope this book serves as a source of inspiration and practical guidance, empowering you to lead with vision and integrity. Together, let us cultivate churches that not only endure but shine brightly as beacons of faith and hope in a complex world. 

Jim Botomani Mbewe
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In numerous leadership seminars I have attended, it is common for leaders appointed or elected to various portfolios to ask for their standard job descriptions and terms of reference. Some leaders believe they are assigned to their positions without adequate orientation to their responsibilities. Others hesitate to commit to roles without explicit guidelines. Frequently, they ask questions such as, “What is my job description? What are my terms of reference? How will I interact with the rest of the team? How will my performance be evaluated?” 

This book bridges the gap and provides useful insights into church leadership and church administration/management. Although it offers guidance on job descriptions, terms of reference, and general guidelines for church administration, it is not a cure-all, a one-size-fits-all solution, or a straitjacket. It contains suggestions, but the user chooses what suits their church and is free to customize, modify, or rephrase them for their own benefit. 

Job Descriptions Vs Terms of References

Many participants in leadership seminars often use ‘job description’ and ‘terms of reference’ interchangeably. Sometimes, leaders ask me, ‘What is my job description or terms of reference?’ Although these two are related and serve similar purposes, this book treats them differently. 

The differences between Terms of Reference (TOR) and Job Descriptions (JD) are clear because they serve different purposes in organizational contexts. When comparing Job Descriptions (JDs) and Terms of Reference (TORs) for a church committee, it's essential to understand how each serves a distinct purpose within the organization. Here are the key differences:

Purpose

JDs outline the specific duties, responsibilities, and expectations for individual committee members. They define the role's requirements and the qualifications needed for members to take on those roles. TORs provide a broader framework for the committee's activities. They specify the committee's objectives, scope, and context, ensuring all members share a common understanding of its purpose and goals.

Content 

A JD typically includes:

	Job title

	Reporting structure (who they report to)

	Key responsibilities and tasks

	Required skills and qualifications

	Performance indicators or criteria for evaluation


A TOR typically includes:

	Overview of the committee's role and objectives

	Scope of work and expected deliverables

	Responsibilities of the committee as a whole

	Timeline for projects or reviews

	Stakeholders involved and how they will be engaged


Use

JDs are primarily used in recruitment and performance management. They help identify suitable candidates for committee positions and are a basis for evaluating individual performance over time. TORs often clarify expectations for the committee as a whole, guiding collaboration and decision-making. They help ensure that all members work towards common goals and understand how their efforts fit into the church's broader mission.

Format

JDs can be presented as concise documents, often in bullet points or paragraph form, making them easy to read and understand. TORs tend to be more formal and structured, often including appendices or supplementary documents that elaborate on specific tasks and milestones.

In summary, while Job Descriptions focus on individual roles and responsibilities within the committee, Terms of Reference provide a collective framework for the committee's work, ensuring alignment with the church’s mission and with one another. Both are crucial to effective church committee functioning, but they serve different, complementary purposes.

Growing up in a spirit-led church and engaging with many similar congregations, I have noticed that a lack of strategic planning is common for several reasons. Some churches believe that strategy might hinder the Holy Spirit’s spontaneity. Others think there’s no need for a formulated plan since things are already functioning smoothly. Some churches rely solely on the Holy Spirit as their strategy, making a written plan unnecessary. Additionally, some feel that creating a strategic plan is not aligned with biblical principles. This book will explore both biblical and non-biblical reasons for the importance of developing a strategic plan.  

Similarly, many churches guided by spiritual leadership lack a comprehensive performance management matrix for the entire organization, including volunteers and paid staff. Although numerous books address topics such as job descriptions, terms of reference, strategic planning, performance management, and other leadership and human resources issues, few serve as a single, definitive resource covering all these areas. My goal is to compile these components into one accessible guide for church leadership and administration. 
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JOB DESCRIPTIONS: CHURCH POSITIONS

In a church setting, job descriptions are essential tools that detail the roles, responsibilities, and expectations for different positions. These are more than administrative formalities; they help every church staff member, whether lay or ordained, understand their unique contributions to the church's mission and vision.

The variety of roles within a church, from pastors and ministry leaders to administrative staff and volunteers, requires well-defined job descriptions to promote accountability, facilitate collaboration, and support spiritual development. Clear expectations ensure that individual efforts align with the church's overall objectives, creating a harmonious environment where the congregation can flourish.

Well-crafted job descriptions support recruiting and training new members, helping them prepare effectively for their roles in the church community. They also serve as benchmarks for performance assessments and professional growth, fostering a culture of excellence and continuous improvement.

As we review the job descriptions for various church positions, we will highlight the unique qualifications, responsibilities, and expectations for each role. This will empower leaders and volunteers alike to contribute effectively to the church’s mission, promoting spiritual growth and fostering a vibrant community of believers.
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Job Descriptions for the Church Board

The Church Board plays a crucial role in guiding and supporting the congregation's spiritual health. It comprises the Lead or Senior Pastor, Associate and Assistant Pastors, and elected or appointed members like Deacons or Elders. The board ensures the church operates effectively in line with its mission and vision. Each member offers unique experiences and perspectives, enhancing the group's collective wisdom and decision-making.

Job descriptions for church board members are crucial for clarifying roles, establishing expectations, and ensuring accountability. They serve as a reference for current members and a guide for future leaders considering service. By outlining duties such as spiritual oversight, strategic planning, community outreach, and conflict resolution, we can cultivate a strong culture of capable leadership within the church.

Serving on the church board is a calling that demands dedication, integrity, and devotion to the faith community. Each member should embody strong character, have relevant skills, and actively participate in the church's mission, balancing spiritual responsibilities with practical governance needs. 

As we review the job descriptions for church board members, we will examine the qualifications needed for effective leadership, the scope of their responsibilities, and the importance of maintaining confidentiality and ethical standards. Ultimately, these job descriptions aim to empower board members to serve with excellence and align their efforts with the church’s purpose, fostering a vibrant and growing community of believers.

––––––––
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COMPOSITION OF THE CHURCH BOARD

	The Church Board typically includes the Lead/Senior Pastor, Associate Pastors, Assistant Pastors, and elected or appointed congregation members serving as ‘Deacons or Elders' in various roles.

	The Lead/Senior Pastor usually acts as the Board's Chair. Sometimes, the Pastor may designate someone else to chair meetings, especially when issues could create conflicts of interest. If the Pastor recuses themselves from discussions about church leadership or is absent, they may appoint another to chair the Board.

	Confidentiality: All Church Leadership members must keep discussions and concerns strictly confidential. Breaching this confidentiality is a serious offense and could lead to legal action from those affected.


Qualifications of Members of the Board

Church board members must have the necessary qualities and qualifications before election or appointment. Seasoned leaders should initially screen candidates and help them acquire the skills needed for effective leadership. Aspiring leaders must exhibit certain attributes before they are eligible for appointment or election to the church board. 

	Call 



Serving on a church board is not easy. It requires recognizing that one was called into service, because Christian leadership is call-based. Christians are first called into God’s family, then into Christian leadership. In many challenging leadership experiences, the call keeps the Christian leader going.


	Character



A good character is the leader’s currency. Without it, leaders cannot lead the church effectively. Church leadership requires integrity, courage, compassion, and empathy toward leaders, followers, and the broader community. Good, godly character generally develops in deeply spiritual people.


	The Deacons/elders are appointed or elected on merit, having qualified on Scriptural qualifications as stated in I Timothy 3:1-10; Titus 1:5-9.

	During their tenure of office, they are expected to prove their competency and live exemplary lives in all respects.


	Skilled



Church leaders ought to possess the skills necessary to carry out their duties effectively. Leaders need technical know-how, skills, and expertise in the areas they lead, or they should work with experts who lead specialized areas of the organization. For example, a Secretary ought to possess recording and reporting skills, and a Treasurer ought to possess basic accounting skills. In addition to being competent in specific areas of leadership, church leaders ought to be competent in people skills. Church leaders ought to know how to get along with people.


	Commitment 



The Ministry demands a little more from leaders. It demands their time, financial resources, and skills. People who are not committed to Christ and to God's work cannot meet such leadership demands without visible compensation. 




PRIMARY PURPOSE

The church board's main role is to offer comprehensive support (spiritual, social, physical, and moral) to both the church and the pastor. It ensures the church's mission, vision, and teachings align with its biblical purpose. The board also guides sound operational and financial decision-making. While it fully supports the church's leadership and operates under the lead pastor's guidance, it also serves as a platform for holding the pastor and other church members accountable. 

KEY DUTIES/RESPONSIBILITIES

	Act in an advisory capacity to the Pastor and subject to his/her leadership in all matters about the Church’s Spiritual life and in the administration of its activities, including ordinances.

	Assist in the examination of applicants for membership.

	Help maintain the Church's administration standards.

	Assist the Pastor in the serving of the Lord’s Supper and baptizing believers.

	At the direction of the Pastor, assume leadership in correcting and instructing new believers.

	Assist in the formation of special Church ministry groups, special committees, or task forces and make them functional.

	Advise the Pastor in matters related to the Business proceedings of the entire Church

	Prepare, adopt, and subscribe to the annual Church budget.

	Supervise the disbursement of funds from the Church treasury within the stipulations of the by-laws or policies and the adopted Church budget.

	Care for the routine business of the Church.

	Responsible for making policies and seeing to it that they are implemented. Act in an advisory capacity if the work has been delegated. However, the Board will always assume legal responsibility for all policies it makes and adopts.

	Carry out the established policies of the Church.

	Responsible for developing programs or schedules of the Church and ensuring that they are implemented.

	Support the vision of the Pastor. Help the Pastor manage the Church.

	Lead in visitation of members.

	Be responsible for reporting to the Lead Pastor and the entire congregation on their delegated work at designated times as stipulated in the by-laws/policies.

	Assist the Pastor in arranging special meetings and conventions.

	Working with the Church Assembly to formulate and recommend to the Pastor goals, objectives, and strategies for Church ministries, programs, and departments.

	Outlining a Church calendar of activities, schedules, and events necessary to accomplish the church goals.

	Reviewing, evaluating, and recommending present and proposed ministries and programs of the Church.

	Aiding in the enrichment of fellowship among believers.

	Providing adequate and regular support to the pastors, ensuring that pastors are paid adequately and on time.

	Approving annual, semi-annual, quarterly, and supplementary budgets.

	Supervising and appraising the performance of non-pastoral staff.


POWERS OF THE CHURCH BOARD

	Determine, adopt, and implement policies of the Assembly.

	Appoint non-pastoral members of staff. 

	Fire/dismiss any non-pastoral staff as it deems appropriate.

	Raise funds and expend such funds on behalf of the Assembly.

	Endorse any proposal that is in the best interest of the Assembly.

	Serve as the appointment committee for the associate Pastor and assistant pastors should the need arise

	Appoint task forces or committees of the Board with specific terms of reference.







THE BOARD OF ADMINISTRATION

Composition

The Board of Administration has delegated authority from the Church to handle administrative issues and day-to-day affairs.

It is composed of:


❍  The Lead/Senior Pastor
❍  All Pastoral staff 


❍  The Director of Administration/Administrator/Church Secretary


❍  The Director of Finance/ Church Treasurer


❍  Any other member of the Board duly appointed by the pastor or the Board


❍  Co-opted members based on their expertise in specific areas, i.e., lawyers, human resource specialists, accountants, etc.



Responsibilities

	Day-to-day running of church affairs, which includes but is not limited to:


	Development of the strategic plan of the assembly and seeking the Church Board's approval on the same.

	Implementation of strategic management plans and policies and evaluating the progress

	Dealing with the management of the affairs of the assembly.

	Generating church policies on administration, finances, people management, ushering, and investments.

	Draft the proposed budget and present it to the Church Board for approval.

	Recruitment and termination of the services of the administrative staff of the assembly

	Determine the pastoral staff and non-pastoral emoluments (i.e., salaries, allowances, fringe benefits, etc.) based on income and within the stipulations of the policies. 

	Oversee routine financial transactions, i.e., cash counting, banking, disbursements, reporting, and ensure that all transactions are handled according to the laid-out procedures and policies.

	Communicate with banks and financial institutions regarding facilities, exchanges, overdrafts, guarantees, etc.

	Oversee and receive reports on the Church’s investment ventures.

	Freehold and leasehold property matters; 

	▪ The exercise of the Church’s powers to appoint and remove directors of the Church’s investments, main companies, its subsidiary companies, and directors of other companies for which the Church is entitled to appoint directors.

	Handle all matters delegated to it by the Church Board.
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Job Descriptions for Pastoral Staff 


Building and sustaining strong relationships within the pastoral team is essential for a church's health, effectiveness, and unity. A united team improves ministry and exemplifies core Christian values like love, support, and collaboration. Strong relationships among pastors promote open communication, shared goals, and mutual respect, which enhance the impact of their ministry.

When members of the pastoral team are united in purpose and spirit, they cultivate a community where creativity flourishes, encouragement is abundant, and individual strengths are leveraged for the greater good. This unity also underscores to the congregation the importance of fellowship and cooperation, as the pastoral team serves as a model for harmonious living and working together.

Key elements in nurturing good relations among the pastoral team include:

1. Open Communication: Regularly sharing thoughts, ideas, and feedback creates transparency and trust.

2. Shared Vision: Aligning on the church's mission and goals ensures that everyone is working towards a common purpose.

3. Mutual Respect: Acknowledging and valuing each other’s unique contributions fosters an inclusive and supportive environment.

4. Conflict Management and Resolution: Addressing disagreements constructively and compassionately allows for growth and understanding within the team.

5. Continual Support and Encouragement: Actively uplifting one another helps to strengthen bonds and motivates each member to carry out their responsibilities with enthusiasm.

By prioritizing these elements, the pastoral team can create a thriving ministry atmosphere, one that uplifts not only its members but also the entire church community.

THE LEAD PASTOR OR SENIOR PASTOR

The lead/senior pastor is the spiritual overseer of the local church. The pastor must have a ‘comprehensive knowledge of the Bible’​[1] and a strong personal relationship with God. Effective pastors possess the following skills:


❍  Strong character
❍  Impartiality


❍  Public speaking


❍  Compassion for struggles and concerns of others


❍  Ability to communicate clearly​[2]



Pastoral ministry is really comprehensive. It requires a minister's whole life to be fully involved. A pastor must have a right relationship with God, his/her family, other people in the church and in the community, and his/her environment. His/her ministry revolves around preaching and teaching the full counsel of God, involvement in pastoral care ministry, providing specialized occasional services to the church and the community, training, and administration.​[3] The administrative matters that pastors take care of include, but are not limited to:


❍  Assisting in church financial matters
❍  Overseeing management of all areas of the congregation's ministry.


❍  Supporting, overseeing, and evaluating congregation staff.


❍  Holding regular staff meetings to coordinate ministries.


❍  Ensuring church facilities are functioning.​[4]



Responsibilities of the Lead/Senior Pastor


❍  Lead the assembly in proclamation of the full Gospel to the community. 
❍  Set as a guideline for personal behavior the standard required in I Timothy 3:1-7 and I Peter 5:1-4. 

❍  Provide ministry for all worship services of the assembly and specifically arrange for all special meetings, conventions, and revival campaigns.


❍  Maintain a regular program of prayer and study to enable himself/herself to plan and conduct meaningful worship services. ​[5]

❍  Shall preside as Chairman for Business meetings of the assembly and of the Church Board or board committee. Call for regular meetings of staff members, the Church Board, the Board of Administration, and other boards and committees. No meeting shall take place without their consent.

❍  Lead the Board/Staff in a caring ministry for persons in the assembly and in the community

❍  Lead or delegate leadership across all departments and committees of the assembly. 

❍  Ensure that the Church Board and each department develop and execute strategic management and budget plans. 

❍  Perform core management functions such as planning, organizing, leading, and controlling activities and programs. 

❍  Oversee the planning, coordination, and evaluation of the Assembly's activities. 

❍  Help establish the Church's purposes and priorities. 

❍  Define the responsibilities and functions of all staff members and groups within the Church. 

❍  Serve as an ex officio member of all committees, boards, and groups. 

❍  Collaborate with the Church Board, staff, and volunteers to ensure policies and programs are in place and followed across all departments. 

❍  Conduct ordinances like Water Baptism and Holy Communion, as well as other services such as child dedications, funeral services, weddings, and celebrations. 

❍  Offer counseling services to those in need. 

❍  Manage applications for Church membership, including conducting interviews (or delegating this task), and work with the Church Board to approve the membership roll in accordance with the bylaws. 

❍  Uphold and teach the assembly's doctrines and ensure adherence to the constitution and bylaws. 

❍  Lead in diplomatic relations or talks with other believers of the same precious faith.

❍  Communicate to individuals, committees, boards, and the whole congregation on appointments and policy issues.

❍  Be the most knowledgeable person in the Church regarding the overall ministry of the Church and its programs. 

❍  Be the custodian of the Official emblems, security features, and official artifacts of the assembly.

❍  Be a signatory of the Church accounts 

❍  Provide a report of overall work at designated times.

❍  Announce the binding issues such as discipline on behalf of the Board.

❍  Train the appointed leaders, equipping them with leadership skills and giving them the expectations of the Church.

❍  Responsible for proper upkeep of the sanctuary.

❍  Provide general guidance to the Church on contemporary issues with high moral biblical principles.

❍  Cooperate with denominational leaders on matters of mutual interest and concern; keep the church informed of denominational developments; represent the church in civic matters.

POWERS OF THE LEAD/SENIOR PASTOR

❍  Appoint and dismiss members of the Official Church Board as needed.

❍  Reassign or remove any Board or committee member when it serves the best interest of the Assembly.

❍  Require written progress reports from all Board members, including pastoral staff.

❍  Nominate pastors for appointment as assistant or associate pastors by the church board.

❍  Restructure church ministries and departments if considered necessary.



THE EXECUTIVE PASTOR/ASSOCIATE PASTOR

As the church expands, certain responsibilities of the Lead or Senior Pastor shift and are delegated to the Executive or Associate Pastor. The Executive or Chief Associate Pastor (sometimes called 'Associate Pastor' and distinguished from other staff by the term ‘assistant pastor’) is primarily supportive and serves as a backup to the Lead/Senior Pastor. This position typically involves assisting with administrative tasks, weekly speaking engagements, outreach, and missions. 

Assistant responsibilities include sermon planning and preparation, service design, occasional speaking, coordinating outside speakers, managing sermon resources, marketing, handling financial transactions, coordinating ministries and departments, and leading missions efforts.

Key Responsibilities


❍  Assist the Lead/Senior Pastor in shaping the overall vision and leading the church’s teaching and weekend service planning, design, and execution. Implement the pastor’s vision in collaboration with the ministry staff, including pastors, directors, and coordinators. Key responsibilities include: evaluating ministries, setting goals, developing strategies, and mentoring staff.
❍  Manage the annual sermon calendar and maintain a separate long-term planning calendar for the Teaching Team. Review manuscript drafts and provide feedback to the Lead/Senior Pastor before Sunday services. 


❍  Help create videos and creative content for Sunday mornings, such as original ideas, clips, dramas, testimonials, and bumper segments.


❍  Act as the main on-stage host during Sunday services, handling greetings, offerings, announcements, and closing remarks. Collaborate with outside speakers by managing their manuscripts, travel arrangements, and honorarium payments. Additionally, always be ready to serve as a backup speaker in case of emergencies.


❍  Lead external marketing initiatives to increase attendance at outreach events and sermon series, while managing regional, national, and international missions, including annual trips. Support social media management, web presence, and promotion of church publications.


❍  Manage the church’s website and collaborate with the treasury to handle budgets, cash flow, income, and expenses. Oversee the facilities manager and plan maintenance, renovations, and new construction to support the church’s vision.


❍  Oversee the overall operations of church departments to guarantee smooth functioning. Manage administrative and HR duties, and ensure ministries consistently reflect the church’s vision and values.


❍  Manage staffing responsibilities including hiring, performance evaluations, mentoring, terminations, and creating a fair pay structure. Promote engaging staff and department meetings.


❍  Mentor and coach members to realize their full potential. Support the growth of the church’s discipleship and Christian education initiatives. Additionally, assist with pastoral responsibilities, including baptisms, weddings, and funerals, as needed.



Criteria for Appointment of the Executive/Associate Pastor


❍  Agreement with the statements of faith of the denomination.

❍  A mature believer who demonstrates the fruit of the Spirit and character qualities outlined in 1 Timothy 3:1-7, Titus 1:5-9, 1 Peter 5:1-4, and Acts 6:4. A person who is willing to support the ministry of the lead pastor, not just attracted by incentives.

❍  A heart for people and a calling to help members mature in their faith, service, and evangelistic outreach.

❍   A leader of leaders who has a passion for equipping, discipleship, and development of biblical leaders.

❍  Should possess necessary Traits:  Love for people, self-motivated, organized, passionate, humble, desire for excellence, team-player, and a heart for the lost. 

❍  Necessary Spiritual Gifts/Abilities:  Leadership, preacher, shepherd, discipler, equipper, educator/teacher/a coach. 


❍  Necessary Skills:  Strategic thinking, team building, strong communication, recruiting, developing, multiplying, administration, problem solving, people skills. 


❍  A desire to serve on a team.


❍  Should have the Minimum Academic Qualification set by the assembly​[6]


EDUCATION AND RECREATION PASTOR

Description: 

Some large congregations might designate an assistant pastor to oversee the entire Christian education program, including planning, implementing, and evaluating a comprehensive ministry aligned with the church's mission.

Key Responsibilities: 


❍   Correlate all programs, plans, and activities with staff and the church Board.

❍  Maintain the church calendar of activities.

❍  Train and work closely with the Nominating Committee to select and enlist qualified leaders for the educational program.

❍  Serve as a resource and liaison for committees related to the educational program.

❍  Plan special emphases in educational programs (e.g., attendance campaigns, leadership recognition, Preparation Week, promotion, Bible Study, etc.).

❍  Coordinate the production of church publications.

❍  Develop special educational/training projects such as camps, retreats, and seminars.

❍  Lead regular education program planning meetings.

❍  Lead the selection and acquisition of the most suitable educational and curriculum materials.

❍  Supervise appropriate church staff members.

❍  Direct the planning, coordination, conduct, and evaluation of recreational activities in the church.

❍  Coordinate scheduling and administer activities in the recreation center.

❍  Maintain and supervise the repair of the recreational facility. Be responsible for the inventory, care, repair, and storage of recreation equipment and supplies.

❍  Work with the Nominating Committee to recruit and enlist workers for the recreation program.

❍  Schedule activities for paid and volunteer workers.

❍  Periodically review and evaluate recreational policies and programs.

❍  Participate in weekly hospital and prospect visitation.

❍  Provide leadership training for both paid and volunteer workers.

❍  Serve as a recreation resource person and advisor to church organizations as requested.

❍  Provide representation for the


















































	Agreement with the statements of faith of the denomination.

	Passion to see children, youth, and young families find and follow Jesus Christ. 

	Hard on the journey towards knowing God, demonstrating an undeniable love for God and for others. 

	Passion and gifts for ministry directed towards discipleship. Good administrative skills and good attention to detail. 

	Has a warm and caring disposition that invites people to seek out help. 

	Models Christ-like character in all aspects of life. 

	Maintains a healthy family life.

	Absolutely committed to a team approach to ministry and desires to work with other pastoral and congregational ministers​[9]
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	Provide leadership for the total music ministry by


	Supervising the overall ministry of music in the church in three key areas: leadership, training, and performance. 

	Selecting, training, and deploying key music leaders into their respective positions.

	Collaborating with the key music leadership team in the delivery of the relevant music.


	Arbitrate when problems arise. 

	Support the music program with encouragement and prayer.​[13]

	Oversee the planning, organization, execution, and assessment of a comprehensive music program encompassing Praise Team, Choirs, and vocal and instrumental ensembles.
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