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Revised and Approved July 12, 2006

ASSISTANT MODERATOR
(Elected Annually)

1.  In the absence of the moderator, this person will preside over all business                                                                                                                                                                                     sessions of the church.

Revised and Approved July 12, 2006

(1.)

ASSOCIATIONAL BOARD MEMBERS
(Elected Annually)

1.  Attend quarterly board meetings of the association.

2.  Responsible to communicate information between church and association.

Revised and Approved July 12, 2006

(2.)

AUDIO VISUAL COORDINATOR

Duties:

1. Coordinate sound needs for morning & evening Worship Services with Pastor and Music Director. 

2. Schedule practice for special music.

3. Coordinate sound needs for special services and events

4. Attend or provide a trained operator for all services, events and rehearsals. 

5. Train operators to use audio visual equipment.

6. Coordinate with trustees the maintenance and purchase of audio visual equipment. 

7. Maintain a supply of batteries for sound equipment and replacement lights for projectors. 

Revised and Approved July 12, 2006

(3.)

AWANA COMMANDER
(Elected Annually)

1.  Provides leadership to AWANA ministry

2.  Coordinate all activities of the AWANA.

3.  Establish and encourage training of AWANA workers.

4.  Annually enlist & present to the church a list of AWANA workers.

5.  Secure all materials needed for the AWANA.

6.  Evaluate the AWANA & lead out in the necessary changes for growth.

7.  Is a member of the Church Council.

Revised and Approved July 12, 2006

(4.)

BROTHERHOOD DIRECTOR
(Elected Annually)

1.  Coordinate all activities of the Brotherhood.

2.  Establish and encourage the training of Brotherhood workers.

3.  Secure all materials needed for the Brotherhood.

4.  Evaluate the Brotherhood and lead in making the necessary changes.

5.  Is a member of the Church Council.

6.  Is a member of the Nominating Committee.

Revised and Approved July 12, 2006

(5.)

CHILDREN’S CHURCH DIRECTOR

(Elected Annually)

1.  Coordinate a children’s program during worship services.

2.  To enlist and train workers for this ministry.

3.  Submit to the Finance Committee a yearly budget request.

4.  Secure all materials needed for Children’s Church.

5.  Is a member of the Church Council.

Revised and Approved July 12, 2006

(6.)

CHURCH COUNCIL
(Organizational heads and committee chairmen)

1.  Draw up an annual church calendar of activities for the purpose of   

     coordinating the different programs of the church.

2.  Evaluate the results of all programs, ministries and activities and be

     prepared to recommend changes where needed. 

3.  Be sure the church is fulfilling its purpose of reaching people for Jesus

     Christ and His church.

Revised and Approved July 12, 2006

(7.)
CLERK
(Elected Annually)

1.  Record and keep a proper record of all official actions of the church.

2.  Maintain an accurate membership roll; dates of admission (and in what

     way), dismissals or deaths, and a record of baptisms.

3.  Issue letters of dismissal as voted by the church.

4.  Recording the minutes of each business meeting and preserving these

     minutes for future use.

5.  Shall be sure that notice is given of all business meetings where such

     notice is needed.                                                                                             

6.  Shall be responsible for communicating the church’s intentions when

     needed.

7.  In the absence of the moderator, assistant moderator, or chairman of the 

     Deacons at the time of the business meeting, the clerk will call the meeting to  

     order and lead those present to elect a moderator pro-tem.

8.  Is a member of the Church Council.

9. Shall make 3 copies of any action approved in a business meeting that affects the job description or duties of any person elected or hired by the church. The date of the business meeting shall be included. One copy is to be given to the person holding the position, one copy shall be attached to the previous job description which shall be filed immediately and the third shall be given to the church secretary to update the master file on the computer and make replacement copies as soon as possible.
Revised and Approved July 12, 2006

(8.)

DECORATING COMMITTEE
(Elected for a One Year Period)

1.  Responsible for decorating the auditorium on special occasions such as

     Christmas and Easter.  Also, responsible for removing such decorations.

2.  Responsible for arrangement of the Lord’s Supper table, Front Entry table

      and Baptistery window for regular worship services.

Revised and Approved July 12, 2006

(9.)
DISCIPLESHIP TRAINING DIRECTOR
(Elected Annually)

1.  Coordinate the activities of the discipleship training program.

2.  To establish and encourage training of the discipleship training workers.

3.  Secure all materials needed for discipleship training .

4.  Evaluate the discipleship program and make necessary changes.

5.  Is a member of the Church Council.

6.  Is a member of the Nominating Committee.

Revised and Approved July 12, 2006

(10.)

FELLOWSHIP & ACTIVITY DIRECTOR
(Elected Annually)

1.  Will be responsible to organize and plan for church wide fellowship which

     do not fall under the responsibility of another church or organization.

2.  Will coordinate activities and fellowship which involves meals or use of 

     kitchen with hospitality/kitchen committee.

3.  Is a member of the church council.

Revised and Approved July 12, 2006

(11.)
FINANCE COMMITTEE
(Elected for a Three Year Period)

1.  Analyze past and present budget strengths and weaknesses and recommend

    necessary changes to the church.

2.  Receive and evaluate budget requests.

3.  Plan and direct annual budget preparation.

4.  Present budget to the church.

5.  The church treasurer is chairman of this committee.

6.   The Asst. Treasurer and Stewardship Chairman once elected become 

       part of the finance committee. 
Revised and Approved July 12, 2006

(12.)

FINANCIAL SECRETARY
(Elected Annually)

1.  Keep a record of all gifts received through the use of envelopes, giving                                                      

     donors individual credit for their giving.

2.  Keep the giving record of each individual in the strictest of confidence. As 

     well as an anonymous record for auditing purposes.
3.  Make available at the end of the year to every giver a form with that 

     giver’s individual or family’s giving record for the year.

Revised and Approved July 12, 2006

(13.)

FLOWER CHAIRMAN
(Elected Annually)

1.  Take the plaque from the Children’s Home to the funeral service of the 

     immediate family member of a church member.

2.  If the service is out of town, flowers may be sent instead of the plaque.

Revised and Approved July 12, 2006

(14.)

HEAD USHER
(Elected Annually)

1.  Be sure all lights in the auditorium area are turned on before Morning 

     Worship.

2.  Offering plates are to be placed in their proper place before the worship 

     service.

3.  Make sure offering plates are empty before each worship service except for 

     necessary items.  

4.  Make sure all visitor cards and pencils are collected and put in their proper 

     places before each worship service.

5.  Secure enough ushers for each service of the church and inform them of 

     their duties.

6.  Lead ushers in greeting those attending the services.

7.  Assist the congregation in seating and being comfortable.

Revised and Approved July 12, 2006

(15.)
HOSPITALITY/KITCHEN COMMITTEE
(Elected for a One Year Period)

1.  Take charge & assign responsibilities when our church hosts special

     functions,  such as associational meetings, Revivals, etc, (Not church 

     fellowships.)as requested.  

2.  Will coordinate with fellowship/activity Director any fellowships or activities  

     which involve meals or use of the kitchen.
3.  Contact family & organize funeral dinners.   Make all arrangements 

     necessary to facilitate these functions.

4.  Check the kitchen regularly to make sure it is neat.  If not, then 

     straighten it up.

5.  Be sure dish towels are clean & well supplied.

6.  Be sure supplies are always available – such as:  plates, cups, napkins,

     paper towels, coffee, tea, sugar, salt, pepper, etc…..

7.  In area of paper products such as napkins, plates, cups, paper towels, be                                                                      

     sure we always have one box of each in reserve that has not been opened

     and one box of each that is being taken from.  This will prevent the

     possibility of these supplies not being available.

8.  Suggest repairs that need to be done to the trustees if Committee can’t

     make such repairs.

9. Chairman is a member of the Church Council.

Revised and Approved July 12, 2006

(16.)

MEDIA CENTER DIRECTOR
(Elected Annually)

1.  Maintain an adequate church Media Center of materials and equipment.

2.  Actively promote the use of the Media Center materials and equipment.

3.  See that the Media Center is properly organized.  Keep books, periodicals, 
     visual aids and equipment properly arranged.

4.  Schedule, announce & keep definite hours.

5.  Is a member of the Church Council.

Revised and Approved July 12, 2006

(17.)
MODERATOR
(Elected Annually)

1.  Shall preside over all business sessions of the church.

2. May call for special business meetings from the pulpit as stated in the church 

    by-laws of the church.
 Revised and Approved July 12, 2006

(18.)
MUSIC DIRECTOR
(Elected Annually)

1.  The music director shall be elected annually and shall be charged with the responsibility of providing worshipful music for all services of the church and have general oversight and direction of it in cooperation with the pastor.

2.  Shall be a member of the church council.
*If Music Director is a paid church staff member, the Personnel Committee shall provide a job description.

Revised and Approved July 12, 2006
(19.)
NOMINATING COMMITTEE
(Elected for a Three Year Period, except for organizational heads.)

1.  Make nomination of organizational heads (Discipleship Training, W.M.U.,                                                                                                                                                                                         Brotherhood, Sunday School Director) to the church.  When these people 

     are elected then they become part of the Nominating Committee.

2.  Make nomination for church approval of those who are to serve in the 

     positions of the church.

3.  Responsible for drawing up job descriptions for those church positions 

     nominations are made for.

Revised and Approved July 12, 2006

(20.)
NURSERY COORDINATOR
(Elected Annually)

1.  Responsible for securing nursery workers for all church worship

     services;  Sunday, Wednesday, Revival, Special Bible Studies and

     activities.

2.  Responsible to work with Sunday School and Discipleship Training                                                                                                                                                                                                director(s) to keep supplies in stock that are needed in the nursery.

3.  Responsible to keep nursery area neat and report needed repairs to

     trustees.

4.  Inform nursery workers to call the coordinator if they won’t be able to

     work at their assigned time so that a replacement can be secured.

5.  Is a member of the Church Council.

Revised and Approved July 12, 2006

(21.)

ORGANIST AND PIANIST
(Elected Annually)

1.  Play for services of the church, both regular and special.

2.  Accompany choir rehearsals as arranged by Music/choir Director.

 Revised and Approved July 12, 2006

(22.)
PERSONNEL COMMITTEE
(Elected for a Three Year Period)

1.  Communication with all staff concerning ministry done.

2.  Provide an evaluation of new employees within 90 days and evaluate staff 

     no less than once annually, and no less than 4 months prior to the drawing up  

     of the new budget of staff members.

3.   New employees will be evaluated within 90 days.

4.  Bring compensation recommendations to Finance Committee when budget 

     is prepared.

5.  Interview and then recommend all personnel, except pastor and custodian  to 
     church in business meeting.

6.  Chairman is a member of the Church Council.

Revised and Approved July 12, 2006

(23.)

SCHOLARSHIP COMMITTEE
(Each member elected for a three year period)

              1. Shall oversee Scholarship funds.


2. Shall encourage gifts to Scholarship funds


3. Shall establish Scholarship criteria for scholarship candidates.


4. To work with area schools to promote select and award scholarships.


5. To review and select recipient from application criteria.

Revised and Approved July 12, 2006
(24.)

SENIOR ADULT COORDINATOR

1.  Promotes a regular program of fellowship and ministry

                     to seniors.

              2.  Is a member of the Church Council.
Revised and Approved July 12, 2006

(25.)

SPECIAL DAYS & OCCASIONS COMMITTEE
(Elected for a One Year Period0

1.  Responsible for the recognition of mothers, fathers and graduates on these 
     days. Other holidays or occasions may be emphasized during worship if           

     needed in cooperation with the pastor.
2.  Responsible for securing the needed items for these recognition’s.

3.  Chairman is a member of the Church Council.
Revised and Approved July 12, 2006

(26.)
STEWARDSHIP CHAIRMAN
(Elected Annually)

1.  Serve as stewardship resource person to all church organizations.

2.  Receive and pass on all stewardship information from the Greater

     Wabash Baptist Association, Illinois Baptist State Association and the 

     Southern Baptist Convention.

3.  Encourage increased mission giving through the Cooperative Program

     and special offerings.

4.  Involve as many church members as possible in budget promotion

     and support.

5.  Include in the church calendar stewardship activities.

6.  Strive to lead church members to a full commitment of their lives to Jesus

     Christ and inspire them to become complete stewards of all their resources.

7.  Is a member of the Finance Committee.

8.  Is a member of the Church Council.

Revised and Approved July 12, 2006

(27.)
SUNDAY SCHOOL DIRECTOR
(Elected Annually)

1.  Coordinate all activities of the Sunday School.

2.  Establish and encourage training of Sunday School workers.

3.  Annually enlist & present to the church a list of Sunday School workers.

4.  Secure all materials needed for the Sunday School.

5.  Evaluate the Sunday School & lead out in the necessary changes for growth.

6.  Is a member of the Nominating Committee.

7.  Is a member of the Church Council.

Revised and Approved July 12, 2006

(28.)

TREASURER
(Elected Annually if Volunteer)

(Under Personnel Committee if Paid)

Responsibilities:
1. Responsible for the collection, banking and distribution of funds according to the policies of the church.

2. Be chairman of the Finance Committee.

3.  Set up adequate records to account for funds received and disbursed.

4. Prepare monthly and quarterly reports for distribution to members at the business meetings. 

5. Give attention to budget control. This includes providing Finance committee and congregation with up-to-date budget (financial) information – especially shortages in meeting financial obligations. 

6. Have financial records prepared for an annual audit as directed by church.

7. Shall post the weekly offerings.

8. Is a member of the Church council.

Revised and Approved July 12, 2006
(29.)

TRUSTEE
(Elected for a Three Year Period)

1.  Shall have the actual care & maintenance of all church property.

2.  Shall not buy, sell, mortgage, lease or transfer any property without the 

     specific vote of the church authorizing such action.  

3.  Shall supervise the custodian.

4.  Shall have the responsibility of opening, closing & maintaining the comfort  

    of the church building as needed.

5.  Chairman is a member of the Church Council.

Revised and Approved July 12, 2006

(30.)

VACATION BIBLE SCHOOL DIRECTOR
(Elected Annually)

1.  Secure all workers for VBS.

2.  Secure all materials for VBS.  Literature will meet the guidelines set forth in 

     the church by-laws.

3.  Lead out and encourage the training of VBS workers.

4.  Send in the VBS reports to the association, state and SBC.

5.  Send all unused VBS materials back in order to receive to receive

     credit for unused materials.

Revised and Approved July 12, 2006

(31.)
VAN MINISTRY CHAIRMAN
(Elected Annually)

1.  Will enlist and organize drivers for ministry and ensure they are properly

      licensed.

2.  Keep insurance cards and inspection stickers up to date.

3.  Keep fluid levels (gas, oil, antifreeze, etc.) checked and full.  Report repair

     needs to trustee chairman.

4.  Make and enforce van rules and address safety concerns as needed.

5.  Responsible to provide van transportation to Sunday morning  and Wed.

     evening services.  Maintain contact with riders and make an effort to become

     familiar with parents of children.

6.  Evaluate ways to improve van ministry.

Revised and Approved July 12, 2006

(32.)

WOMEN MISSIONARY UNION DIRECTOR
(Elected Annually)

1.  Coordinate all activities of the WMU program.

2.  Establish and encourage training of the WMU workers.

3.  Secure all materials needed for the WMU.

4.  Evaluate the WMU and lead out in the necessary changes.

5.  Is a member of the Nominating Committee.

6.  Is a member of the Church Council.

Revised and Approved July 12, 2006

(33.)

YOUTH DIRECTOR
(Elected Annually if Volunteer)

1.  Lead out in the work being done with youth.

2.  Conduct fellowship and training opportunities for youth.

3.  Become a guide and personal friend of the youth.

4.  Is a member of the Church Council.

*If Youth Director is a paid member of the church staff, the Personnel Committee shall provide a job description.

Revised and Approved July 12, 2006

(34.)

