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First Baptist Church
Job Description

Position: Pastor / Sr. Minister

Classification: Full Time, Senior Staff, Exempt

Page Range: $55,000---------------- $85,000------------=-=-+ $105,000
(Entry) (Midpoint) (Max)

Reports To: Congregation

Evaluations Due: Annually by the Personnel Committee

Supervises: Senior Staff and Pastor’'s Secretary

Physical Demands: May require prolonged sitting, standing, bendstggtching baptizingand
lifting up to 30 pounds. Requires hand-eye coatiom and manual dexterity
sufficient to operate a keyboard, office machinas technical equipment.
Requires normal and/or correctable range of heanniyvision.

Work Conditions: Work in church environment, involving contact wittaff and congregation.
Work requires meeting deadlines, maintaining techiréxpertise, and
managing multiple tasks.

Regular workweek is Sunday, Monday, Wednesdajdals but can be
adjusted for special events or needs of the church.

Staff Liaison To: Baptism, Bereavement, Benevolence, Capital Camp@burch Council,
Personnel Committee, Church Officers, Church Sscia¢acons, Deacon
Nominating, Long-Range Planning, Lord’s Supper, Retiorance, Time of
Need, Trustees, and ex-officio of all church coneeis and organizations.

Job Obijective

While keeping mindful of our church missi¢ALIVE! In The Power of God) the Pastor is
responsible for the proclamation of the gospekesiud Christ through congregational worship,
preparing and presenting of sermons, providingygleervices, leading congregational spiritual
development, and providing pastoral care.

Minimum Qualifications

The individual must believe in Jesus Christ as Lamd Savior and be a current member Bhatist
Church and become a member of this church. Indalichust possess a seminary degree from an
accredited seminary, and possess a Bachelor deggriemgher). Ten (10) years experience as Senior
Minister in another church is preferred. The indiidal must demonstrate the ability to preach
effectively in a clear voice, understandable deliyerovide spiritually uplifting sermons; Biblidgl
based, historically true, and with an appropriatese of humor. Individual must demonstrate
competency & orientation to detail, and possesslgommunication skills, and have ability to work
well with people. The ability to build and maintaéffective working relationships & rapport with
members and staff is required.



Duties and Responsibilities
» Gospel of Jesus Christ

0]
0
0
0]
0]

Plans, conducts, and arranges for worship seraicdsvorship events.
Prepares and delivers sermons.

Encourages staff ministers to prepare and delivieragt two sermons a year.
Schedules outside speakers for the pulpit whenetked

Schedules annual/semiannual revivals or otherratpnal activities

» Clergy Services

(0]
0]
(0]
(0]

Oversees observance of church ordinances and saigm
Conducts and/or plans for baptism services.

Conducts and/or approves wedding services.

Conducts and/or plans funeral services.

> Pastoral Care

(0]

(0]
0]

(0]

Leads the church and staff in an effective progodmitnessing and care ministries
for church members and the community.

Oversees and provides hospital visitation, as ageBhut-in visitation.

Leads inreach and outreach programs for memberprasgects, and assigns church
staff a weekly visitation schedule.

Provides and/or arranges for counseling sessiarehfoch members.

> Administrative

(0]

(0]

(0]

Oversees Church Council, and sees that appropieata@ing, organizing, directing,
coordinating, and evaluating of the total progrérthe church takes place.

Works with deacons, church officers, and commitaesethey perform their assigned
responsibilities.

Oversees and facilitates the annual deacon training

Cooperates with associational, state, and denoininatieaders in matters of mutual
interest and concern.

Keeps the congregation informed of denominatioeaktbpments.

Represents the church in civic matters as needed.

Prepares the pastoral ministry annual budget ifuoation with the Budget Advisory
Council.

Supervises and evaluates the Senior Staff.

Reviews and signs all church staff evaluations.

Leads staff meetings, encouraging honest, opernéomnative conversation among
the staff.

Assures appropriate training is conducted for staff congregation.

> Performance Standards

(0]

O O0OO0OO0OO0OO0O0Oo

Identifies/evaluates issues and makes accuratéraaly decisions.

Exhibits positive commitment to the job and strif@spersonal improvement.
Open to and seeks new ideas and creative solutions.

Communicates clearly and accurately to staff, pesrd lay leaders.

Adapts to new people, ideas, and procedures imagihg environment.

Provides effective leadership to develop workeradwomplish goals.

Effectively uses available resources to produdeiefft and realistic plans.
Effectively converses with employees and vendoes @hristian-like manner.
Builds and maintains effective working relationshgnd rapport with members and
staff.

The employee will also perform other reasonably relted business duties as agreed by the personnel

This list is not intended to be all-inclusive.

committee and/or the church in business session.




First Baptist Church
Job Description

Position: Associate Pastor
Classification: Full Time, Senior Staff, Exempt
Page Range: $40,000------=----=---- $60,000----------------- $30,000
(Entry) (Midpoint) (Max)
Reports To: Pastor/Sr. Minister
Evaluations Due: Annually by the Pastor in Conjunction with the $emel Committee
Supervises: As assigned.

Physical Demands: May require prolonged sitting, standing, bendstggtching, baptizing, and
lifting up to 30 pounds. Requires hand-eye coatiom and manual dexterity
sufficient to operate a keyboard, office machinas technical equipment.
Requires normal and/or correctable range of heannlyvision.

Work Conditions: Work in church environment, involving contact wittaff and congregation.
Work requires meeting deadlines, maintaining techiréxpertise, and
managing multiple tasks.

Regular workweek is Sunday through Thursday, baothlee adjusted for
special events or needs of the church.

Staff Liaison To: Staff Liaisons will be formalized soon. The driafas follows: Baptisnmw/ Pastor
instead of Min. Musi; Benevolence, Budget Advisory Council, Church @l
Church Officers, Church Socialw/( Pastor instead of Min. MugicDeacons, Deacon
Nominating (v/ Pastor instead of Min. BdFlower (v/ Pastor instead of Min. Music
Long-Range Planningy/ Pastor instead Minister of Ed or w/ Ministerkd), Lord’s
Supper W/ Pastor instead of Min. MugicMissions (w/ Pastor or w/ Minister of Ed),
Remembrance, Time of Need/(Pastor instead of Min. Music or SrA Director
University/College W/ Minister of Eq, Ushers, Women’s Ministry Council (w/
Minister of Ed), and fills in for the Pastor asigagd.

Job Obijective

While keeping mindful of our church missi¢ALIVE! In The Power of God) the Associate Pastor is
responsible for assisting with the proclamatiothef gospel of Jesus Christ through congregational
worship, preparing and presenting of sermons, diogiclergy services, leading congregational
spiritual development, and providing pastoral care.

Minimum Qualifications

The individual must believe in Jesus Christ as Lamd Savior and be a current member Bhatist
Church and become a member of this church. Indalichust possess a seminary degree from an
accredited seminary, and possess a Bachelor demrkmher). Five (5) years experience as a
Minister in another church is (Pastor or Associdstor preferred). The individual must demonstrate
the ability to preach effectively in a clear voicederstandable delivery, provide spiritually ujif
sermons; Biblically based, historically true, ani¢hvan appropriate sense of humor. Individual must
demonstrate competency & orientation to detail, pogksess good communication skills, and have
ability to work well with people. The ability taudd and maintain effective working relationships &
rapport with members and staff is required.

-5-



Duties and Responsibilities

» Gospel of Jesus Christ
0 Assists with planning, arrangements, and implemiemtaf worship services and
worship events.
0 Assists with inspirational activities/events asgssd.
0 Prepares and delivers sermons as scheduled.
» Clergy Services
0 Assists with observance of church ordinances aadsnts.
0 Assists and/or conducts baptism services.
0 Assists and/or conducts wedding services.
0 Assists and/or conducts funeral services.
0 Assists and/or conducts grief follow-up.
» Pastoral Care
0 Leads hospitality programs (greeters, ushers, gg¢eam, etc.) of the church.
0 Leads daily devotion-line (a new voicemail box optthat provides a daily devotion
Monday — Friday) program.
0 Leads university/college ministry program.
0 Assists and provides an effective program of wisitesand care ministries for church
members and the community.
0 Assists and provides hospital visitation, as welshut-in visitation.
0 Assists with in-reach and outreach programs for bessiand prospects, and assigns
church staff a weekly visitation schedule.
» Administrative
0 Never out of town when the Pastor is out of town.
0 Substitutes for Pastor as scheduled.
o Works with deacons, church officers, and commitesethey perform their assigned
responsibilities.
o Cooperates with associational, state, and denomirztieaders in matters of mutual
interest and concern.
0 Assists with keeping the congregation informed &f@minational developments.
0 Assists with preparation of the pastoral ministigsual budget in conjunction with
the Budget Advisory Council.
» Performance Standards
o ldentifies/evaluates issues and makes accuratéraaly decisions.
Exhibits positive commitment to the job and strif@spersonal improvement.
Open to and seeks new ideas and creative solutions.
Communicates clearly and accurately to staff, peard lay leaders.
Adapts to new people, ideas, and procedures imagihg environment.
Provides effective leadership to develop workeradwomplish goals.
Effectively uses available resources to produdeiefft and realistic plans.
Effectively converses with employees and vendoes @hristian-like manner.
Builds and maintains effective working relationshgnd rapport with members and
staff.

O O0OO0O0OO0OO0O0O0o

This list is not intended to be all-inclusive.
The employee will also perform other reasonably relted business duties as agreed by the personnel
committee and/or the church in business session.




First Baptist Church
Job Description

Position: Minister of Education / Discipleship
Classification: Full Time, Senior Staff, Exempt
Page Range: $40,000------=----=---- $60,000----------------- $30,000
(Entry) (Midpoint) (Max)
Reports To: Pastor / Sr. Minister
Evaluations Due: Annually by Pastor and reviewed by the Personioeh@ittee.
Supervises: Director of Children Ministry and Director of Pad®ol Ministry, Lay leaders

and volunteers.

Physical Demands: May require prolonged sitting, standing, bendstggtching, baptizing and
lifting up to 30 pounds. Requires hand-eye coatiom and manual dexterity
sufficient to operate a keyboard, office machinas technical equipment.
Requires normal and/or correctable range of heanmbvision.

Work Conditions: Work in church environment, involving contact lwitaff and congregation.
Work requires meeting deadlines, maintaining techiréxpertise, and
managing multiple tasks.

Regular workweek is Sunday through Thursday, baotlee adjusted for
special events or needs of the church.

Staff Liaison To: Church Council, Church History, Missions, NomingtiCommittee,
Recreation, Sunday School Council, University Plagnand as assigned.

Job Obijective

While keeping mindful of our church missi¢ALIVE! In The Power of God) the Minister of
Education/Discipleship is responsible for the paathtion of the gospel of Jesus Christ through
Biblical teachings, ministry opportunities, andassist in pastoral care. The position is respda i
developing, managing & evaluating a comprehensiggnam of Christian education for every age
and level of Christian maturation, with special é&@gis on adult education.

Minimum Qualifications

Individual must believe in Jesus Christ as Lord 8aslior and be a current member &aptist

Church and become a member of this church. Indalidbould possess a seminary degree from an
accredited seminary (or be enrolled and activehgying a seminary degree), and possess a
Bachelor’'s degree or higher. Five (5) years expegan church education is preferred. The
individual must demonstrate professional knowleaige competence in leading Christian education
programs. The ability to build and maintain effeetworking relationships and rapport with members
and staff is required.



Duties and Responsibilities

» Gospel of Jesus Christ
o Plans, conducts, and arranges for education/destigg/mission events.
o Prepares and delivers sermons when scheduled.
» Clergy Services
o Performs church ordinances and sacraments as adsign
0o Conducts baptism services, weddings, and funesassigned.
» Pastoral Care
0 Assists with withessing and care ministries.
0 Assists with hospital visitation, as well as shutsisitation.
0 Assists with inreach and outreach programs for nembnd prospects on a weekly basis.
» Educator
o Develops a master plan of Christian education lartteurch members by establishing age
appropriate learning goals with defined expectatisasearches and selects appropriate
curriculum, establishes a balanced curriculum dldstudy, and schedules/provides Christian
ethics and doctrine study.
o Coordinates Sunday School Council and all aspdatscouiting/training Sunday School
teachers.
o Coordinates new member orientation in conjunctidth Wunday School.
o Plans and promotes special educational eventsraimihly opportunities at times other than
the Sunday School hour.
0 Teaches frequently or as a substitute for Sundap@c
o0 Schedules outside speakers for the educationatewdren needed.
» Discipleship
o Coordinates small group ministries.
o Participates in evangelistic outreach and events.
0 Plans, establishes, and manages leadership devahb@amd training programs to enhance
church members’ ability to articulate their faithdaChristian service.
0 Plans, establishes, and manages ministry oppddsinit
» Administrative
o Works with deacons, church officers, and commiteethey perform their assigned
responsibilities.
o Cooperates with associational, state, and denoioiretieaders in matters of mutual interest
and concern.
o Coordinates with church librarian on media cengevises.
Assists with church members’ time/talent/gift praxgrand committee assignments.
0 Prepares the education/discipleship ministry anbudfet in conjunction with the Budget
Advisory Council.
» Performance Standards
o Identifies/evaluates issues and makes accuratéraaly decisions.
Exhibits positive commitment to the job and strif@spersonal improvement.
Open to and seeks new ideas and creative solutions.
Communicates clearly and accurately to staff, peard lay leaders.
Adapts to new people, ideas, and procedures imagthg environment.
Provides effective leadership to develop workeradocomplish goals.
Effectively uses available resources to produdeiefit and realistic plans.
Effectively converses with employees and vendows @hristian-like manner.
Builds and maintains effective working relationshgnd rapport with members and staff.

o

OO0 O0OO0OO0OO0OOo0OOo

This list is not intended to be all-inclusive.
The employee will also perform other reasonably ralted business duties as agreed by the personnel
committee and/or the church in business session.




First Baptist Church
Job Description

Position: Minister of Music
Classification: Full Time, Senior Staff, Exempt
Page Range: $40,000------=----=---- $60,000----------------- $30,000
(Entry) (Midpoint) (Max)
Reports To: Pastor / Sr. Minister
Evaluations Due: Annually by Pastor and reviewed by the Personioeh@ittee.
Supervises: Pianist, Organist, Music Assistant, Choir(s), Ch@aders, Ensembles, and

guest musicians/performers.

Physical Demands: May require prolonged sitting, standing, bendstggtching, baptizing and
lifting up to 30 pounds. Requires hand-eye coatiom and manual dexterity
sufficient to operate a keyboard, office machinas technical equipment.
Requires normal and/or correctable range of heanmbvision.

Work Conditions: Work in church environment, involving contact wittaff and congregation.
Work requires meeting deadlines, maintaining tecdiréxpertise, and
managing multiple tasks.

Regular workweek is Sunday through Thursday, baotlee adjusted for
special events or needs of the church.

Staff Liaison To: Church Socials, Flower Committee, Music Commit&enday School
Council, Church Council, Worship Media, Ushers, asdssigned.

Job Obijective

While keeping mindful of our church missi¢ALIVE! In The Power of God) the Minister of Music
is responsible for the proclamation of the gospdlesus Christ through worship services and music
ministry opportunities, and to assist in pastoegiec The position is responsible for developing,
managing and evaluating a comprehensive prograshwth music and graded choirs.

Minimum Qualifications

Individual must believe in Jesus Christ as Lord Sagior and be a current member @agptist

Church and become a member of this church. Indalidhould possess a seminary degree from an
accredited seminary (or be enrolled and activehgying a seminary degree), and possess a
Bachelor’'s degree or higher. Three years experignckurch music ministry is preferred. The
individual must demonstrate professional knowleaige competence in leading music ministry
programs. The ability to build and maintain effeetworking relationships and rapport with members
and staff is required.



Duties and Responsibilities

» Gospel of Jesus Christ
o Plans, conducts, and arranges for music ministrgams and events.
0 Prepares and delivers special music programs.

» Clergy Services

(0]
0]

Performs church ordinances and sacraments as edsign
Conducts baptism services, weddings, and funesassigned.

> Pastoral Care

0]
(0]
0

(0]

Assists with witnessing and care ministries.

Assists with hospital visitation, as well as shuidsitation.

Assists with inreach and outreach programs for negmbnd prospects on a weekly
basis.

Assists with counseling needs of choir(s) and tfaairily.

» Music & Worship Ministry

(0]

Develops the church’s master plan of music mirgstri
= Involve and train individuals in musical ensemldess soloists to utilize and
develop their musical gifts and foster their spaltgrowth.
= |dentify, enlist, and train prospective workers fausic ministries.
Assists with planning Worship services.
Coordinates Music Committee and all aspects oliitieg/training Choir leaders and
members.
Plans, conducts, and promotes special projectsfoipchoir(s).
Schedules outside music leadership as needed.
Plans, establishes, and manages spiritual develttpame training programs to
enhance choir’s ability to articulate their faitmdaChristian service.

> Administrative

(0]

(0]

(0]

(0]

(0]

Works with deacons, church officers, and commitasethey perform their assigned
responsibilities.

Cooperates with associational, state, and denoionaieaders in matters of mutual
interest and concern.

Supervises the maintenance and addition to thecrlibsary, piano, organ, and
musical instruments of the church.

Prepares the music ministry annual budget in canjon with the Budget Advisory
Council.

Monitors and reviews information on current musiethods, materials, and
promotion.

> Performance Standards

(0]

O O0OO0O0OO0OO0O0O0o

Identifies/evaluates issues and makes accuratéraaly decisions.

Exhibits positive commitment to the job and strif@spersonal improvement.
Open to and seeks new ideas and creative solutions.

Communicates clearly and accurately to staff, peard lay leaders.

Adapts to new people, ideas, and procedures imagihg environment.

Provides effective leadership to develop workeradmomplish goals.

Effectively uses available resources to produdeiefft and realistic plans.
Effectively converses with employees and vendoes @hristian-like manner.
Builds and maintains effective working relationshgnd rapport with members and
staff.

The employee will also perform other reasonably relted business duties as agreed by the

This list is not intended to be all-inclusive.

personnel committee and/or the church in businesgssion.
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First Baptist Church
Job Description

Position: Minister of Youth
Classification: Full Time, Senior Staff, Exempt
Page Range: $30,000---------------- $50,000----------------< $70,000

(Entry) (Midpoint) (Max)
Reports To: Pastor / Sr. Minister

(During Interim Period, the Youth Committee widlerve as Supervisor.)
Evaluations Due: Annually by Pastor and reviewed by the Personioeh@ittee.
Supervises: Lay leaders and volunteers.

Physical Demands: May require prolonged sitting, standing, bendstggtching, baptizing and
lifting up to 30 pounds. Requires hand-eye coatilim and manual dexterity
sufficient to operate a keyboard, office machinas technical equipment.
Requires normal and/or correctable range of heannlyvision.

Work Conditions: Work in church environment, involving contact witaff and congregation.
Work requires meeting deadlines, maintaining tecdirexpertise, and
managing multiple tasks.

Regular workweek is Sunday through Thursday, baotlze adjusted for
special events or needs of the church.

Staff Liaison To: Youth Committee, Sunday School Council, Churchr@duand as assigned.

Job Obijective

While keeping mindful of our church missi¢ALIVE! In The Power of God) the Minister of Youth
is responsible for the proclamation of the gospdlesus Christ through Biblical teachings, ministry
opportunities, and to assist in pastoral care witidle school and high school youth and their
families. The position is responsible for devetmpimanaging and evaluating a comprehensive
program of youth ministries.

Minimum Qualifications

Individual must believe in Jesus Christ as Lord 8asior and be a current member &aptist

Church and become a member of this church. Indalidhould possess a seminary degree from an
accredited seminary (or be enrolled and activehgying a seminary degree), and possess a
Bachelor’'s degree or higher. Individual must desti@te professional knowledge and competence in
leading youth ministry programs. The ability tdldand maintain effective working relationships

and rapport with youth, parents, members of themgation and staff is required.

-11 -



Duties and Responsibilities

» Gospel of Jesus Christ

0]
(0]

Plans, conducts, and arranges for youth ministogiams and events.
Prepares and delivers sermons when scheduled.

» Clergy Services

(0]
(0]

Performs church ordinances and sacraments as edsign
Conducts baptism services, weddings, and funesassigned.

> Pastoral Care

0]
0]
0]

(0]

Assists with witnessing and care ministries.

Assists with hospital visitation, as well as shuidsitation.

Assists with inreach and outreach programs for negmbnd prospects on a weekly
basis.

Assists with counseling needs of youth and thenilfa

> Educator

0
0]

(0]

Works with the church’s master plan of Christianeation.

Coordinates Youth Committee and Youth Council ahdspects of
recruiting/training Youth teachers.

Plans, conducts, and promotes regular and spettiah&onal, recreational, and
training opportunities.

Plans, conducts, and promotes special projecgs(tiellowships, seminars, VBS,
etc.) for youth.

Schedules outside leaders for youth events whededee

Plans, establishes, and manages spiritual develttpane training programs to
enhance youth’s ability to articulate their faitideChristian service.

> Administrative

(0]

(0]

0]
(0]

Works with deacons, church officers, and commitegesethey perform their assigned
responsibilities.

Cooperates with associational, state, and denoionaieaders in matters of mutual
interest and concern.

Assists with church members’ time/talent/gift praxgrand committee assignments.
Prepares the youth ministries’ annual budget inwation with the Budget Advisory
Council.

> Performance Standards

o

OO0 O0O0OO0OO0OO0O0o

Identifies/evaluates issues and makes accuratéraaly decisions.

Exhibits positive commitment to the job and strif@spersonal improvement.
Open to and seeks new ideas and creative solutions.

Communicates clearly and accurately to staff, peard lay leaders.

Adapts to new people, ideas, and procedures imagihg environment.

Provides effective leadership to develop workeradmomplish goals.

Effectively uses available resources to produdeiefft and realistic plans.
Effectively converses with employees and vendows Ghristian-like manner.
Builds and maintains effective working relationshgnd rapport with members and
staff.

The employee will also perform other reasonably relted business duties as agreed by the

This list is not intended to be all-inclusive.

personnel committee and/or the church in businesgssion.

-12 -



First Baptist Church
Job Description

Position: Church Administrator
Classification: Full Time, Senior Staff, Exempt
Page Range: $40,000------=----=---- $60,000----------------- $30,000
(Entry) (Midpoint) (Max)
Reports To: Pastor / Sr. Minister
Evaluations Due: Annually by Pastor and reviewed by the Personioeh@ittee.
Supervises: Finance Manager, Facilities Manager, Administeft8ecretarial Staff, and

Food Service Staff.

Physical Demands: May require prolonged sitting, standing, bendstggtching, and lifting up to
30 pounds. Requires hand-eye coordination and ahaexterity sufficient to
operate a keyboard, office machines and technigdpenent. Requires
normal and/or correctable range of hearing ananisi

Work Conditions: Work in church environment, involving contact wittaff and congregation.
Work requires meeting deadlines, maintaining techiréxpertise, and
managing multiple tasks.

Regular workweek is Monday through Friday, but baradjusted for special
events or needs of the church.

Staff Liaison To: Budget Advisory Council, Capital Campaign, Chu@duncil, Constitution &
By-Laws, Deacons, Estate Planning, Finance Comepifeod Services,
Nominating Committee, Parking Lot Committee, PersdrCommittee,
Pictorial Directory, Property Committee, Stewargsfiransportation
Committee, Trustees, and as assigned.

Job Obijective

While keeping mindful of our church missi¢ALIVE! In The Power of God) the Church
Administrator is responsible for the general ogers, financial affairs, and administrative mattefs
the church.

Minimum Qualifications

Individual must believe in Jesus Christ as Lord Saslior and be a current member of a
Baptist Church and be willing to become a member of thigrch. Individual muspossess a
Bachelor degree (or higher) and appropriate trgitdnmanage business and fiscal affairs; supervise
office personnel, direct facility management, amokf services. A minimum of 5 years experience in
church and/or related environment is required.iddal Association of Church Business
Administration (NACBA) certification preferred. €hability to build and maintain effective working
relationships and rapport with members and staidgiired.

-13 -



Duties and Responsibilities

» Administration & Operations
0 Assists Pastor in administering all facets of theration of the church.
o Facilitates the church in planning, conducting, eandluating a comprehensive plan of
business operations for the church.
0 Serves as contract administration for the church.
o Coordinates church-wide promotion, publicity, pabiklations.
o Works with deacons, church officers, and commiteesethey perform their assigned
responsibilities.
0 Serves as church ombudsman.
» Fiscal and legal
o Oversees all fiscal operations of the church, @ndes as resource person for legal
and business matters.
o Coordinates the preparation of the annual budggttaects the receipt and
expenditure of all church funds.
0 Oversees financial records systems for the church.
» Human Resources
o Administers employee benefits plan, and periodjaai/iews wage and salary
structures, personnel practices and fringe benefid makes recommendations to the
personnel committee.
0 Serves as personnel director (maintains employaweds, hires/fires, recruitment &
retention, and completes staff evaluation procesjure
» Property
0 Oversees the church calendar and the use of alticiiacilities church vehicles,
equipment, and property.
0 Maintains an inventory of church property.
0 Acts as purchasing agent.
» Technology
o Oversees computer network.
0 Selects automated systems including office mactandselephone systems.
» Performance Standards
Identifies/evaluates issues and makes accuratéraaly decisions.
Exhibits positive commitment to the job and strif@spersonal improvement.
Open to and seeks new ideas and creative solutions.
Communicates clearly and accurately to staff, peard lay leaders.
Adapts to new people, ideas, and procedures imagihg environment.
Provides effective leadership to develop workeradmomplish goals.
Effectively uses available resources to produdeiefft and realistic plans.
Effectively converses with employees and vendoes @hristian-like manner.
Builds and maintains effective working relationshgnd rapport with members and
staff.

(@]

O O0OO0O0OO0OO0O0O0o

This list is not intended to be all-inclusive.
The employee will also perform other reasonably relted business duties as agreed by the
personnel committee and/or the church in businesgssion.
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First Baptist Church
Job Description

Position: Director of Children’s Ministry (Cradle through &rade)
Classification: Full Time, Program Staff, Exempt
Page Range: $25,000---------------- $45,000------------=-=-+ $65,000
(Entry) (Midpoint) (Max)
Reports To: Minister of Education & Discipleship
Evaluations Due: Annually by the Minister of Education & Discipléptand reviewed by the

Pastor and Personnel Committee.
Supervises: Lay leaders and volunteer teachers, paid chiéjaamistry intern

Physical Demands: May require prolonged sitting, standing, bendstggtching, and lifting up to
30 pounds. Requires hand-eye coordination and aha@exterity sufficient to
operate a keyboard, office machines and techngeapenent. Requires
normal or correctable range of hearing and vision.

Work Conditions: Work in church environment, involving contact wittaff and congregation
members. Work requires meeting deadlines, maini@chnical expertise,
and managing multiple tasks.

Regular workweek is Sunday through Thursday, baotlze adjusted for
special events or needs of the church.

Staff Liaison To: Budget Advisory Council, Children Ministries Conttee, Child Care Welfare
Committee, Preschool Committee, Sunday School GoWa&U Council,
Church Council, and as assigned.

Job Obijective

While keeping mindful of our church missi¢ALIVE! In The Power of God) the Director of
Children Ministries is responsible for coordinat@m@jaspects of providing ministry to children, diea
roll through grade 5.

Minimum Qualifications

Individual must believe in Jesus Christ as Lord 8aslior and be a current member &aptist

Church and willing to become a member of this churndividual should have completed or be
currently pursuing a Bachelor’s degree, preferabtii emphasis in child and family studies or
primary education. Individual must demonstrateéfgssional knowledge and competence in leading
cradle through Bgrade ministry programs. Three years of childexerience is required along with
Infant/Child First Aid & CPR Certification. A TBKn Test is also required. The ability to builddan
maintain effective working relationships and rappath children, parents, and staff is required.
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Duties and Responsibilities
» Children’s Ministries

(0]

0]
(0]
0]

Work with music, missions, and Sunday School lestuprand the Minister of
Education & Discipleship to coordinate childrenfegramming.

Encourage, recruit, and train volunteers to agsi€hildren's Ministries.

Plan and coordinate/conduct Children's Church.

Plan, develop, and implement summer activitiechildren (e.g. Vacation Bible
School, Wacky Wednesdays, special events, summap,aaission opportunities).
Plan, develop, and implement activities for chitdceiring the school year (e.g. lock-
ins, special events, fellowships).

Plan, develop and implement children's disciplegiggrams throughout the year
(e.g. TeamKID, Bible drill).

Provide opportunities for parents of children tartehow to be the primary teachers
of the faith for their children (programs, denontional events, and other
opportunities).

Keep staff aware of the needs of children and taenilies.

Coordinate the development of a budget for Childr&finistries to be included in the
church budget process each year.

Coordinate the activities for Children's Ministri@gh the overall church calendar.
Work with Minister of Education/Discipleship to @dcurriculum and purchase
supplies.

Assist other church staff members in specific ppogareas as needed and
appropriate.

» Preschool Ministry

(0]
0]
(0]

(el elNolNeo]

Plans, conducts, and arranges for preschool mjnistrgrams and events.
Coordinates all aspects of recruiting/training pheml leadership.

Plans, conducts, and promotes regular and spettiahéonal, recreational, and
training opportunities.

Plans, conducts, and promotes special projecps(tiellowships, seminars, VBS,
etc.) for preschool.

Schedules outside leaders for preschool events wéeded.

Plans, establishes, and manages spiritual develttpame training programs to
enhance preschoolers and their families’ abilitarticulate their faith and Christian
service.

Assists with counseling needs of preschoolers lagid tamily as appropriate.
Assists with witnessing and care ministries.

Assists with hospital visitation of preschoolersl @imeir family.

Assists with inreach and outreach programs forgh@slers and their family and
prospects on a weekly basis.

> Administration

(0]

(0]

(0]

(0]

Coordinates staffing for nursery and preschool m&on regular and special events.

1) Provides a minimum of two (2) childcare workers pach room (based on

adult/child ratio).

2) Arranges for snacks when needed.

3) Coordinates set-up/clean-up and sanitizing of myfgeeschool areas.
Recruits volunteer and/or paid childcare workersforship services and church
special events.

Coordinates with Church Administrator the paperwoekded for childcare workers
(i.e., application, -9, W-4, background check ferratc.)

Maintains an accurate list of childcare workersahhinclude their name, address,
phone number, and age. (Childcare workers muat kst 18 years old). Keeps an
updated list on file with the Church Administratord distributes this list upon
request.
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Trains/re-trains and certifies each childcare wotlgng the materials provided by
the education staff.

Submits timesheets and/or special event fees tbittance Office each week.
Supervises the stocking of supplies each week.

Prepares the children’s ministry annual budgebimunction with the Budget
Advisory Council.

> Performance Standards

o

O O0OO0O0OO0O0OO0OO0

Identifies/evaluates issues and makes accuratéraaly decisions.

Exhibits positive commitment to the job and strif@spersonal improvement.

Open to and seeks new ideas and creative solutions.

Communicates clearly and accurately to staff, peard lay leaders.

Adapts to new people, ideas, and procedures imagthg environment.

Provides effective leadership to develop workeradocomplish goals.

Effectively uses available resources to produdeiefit and realistic plans.

Effectively converses with employees and vendows @hristian-like manner.

Builds and maintains effective working relationshand rapport with members and staff.

This list is not intended to be all-inclusive.

The employee will also perform other reasonably relted business duties as agreed by the

personnel committee and/or the church in businesgssion.
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Position:
Classification:

Page Range:

Reports To:

Evaluations Due:

Supervises:

Physical Demands:

Work Conditions:

Staff Liaison To:

Job Obijective

First Baptist Church
Job Description

Director of Senior Adult Ministry
Part Time, Program Staff, Exempt

$15,000---------------- $25,000----------------< $35,000
(Entry) (Midpoint) (Max)

Pastor (Future will report to Minister of Educet)

Annually by Pastor/Church Administrator and reveelby Personnel
Committee.

Lay leaders and volunteers.

May require prolonged sitting, standing, bendstggtching, and lifting up to
30 pounds. Requires hand-eye coordination and ahaexterity sufficient to
operate a keyboard, office machines and technigdpenent. Requires
normal and/or correctable range of hearing an@nisi

Work in church environment, involving contact witaff and congregation.
Work requires meeting deadlines, maintaining techiréxpertise, and
managing multiple tasks.

Regular workweek is Sunday through Wednesday@didurs per week, but
can be adjusted for special events or needs afhech.

Metallic Club, Sr. Adult Council, Technology, Tinoé Need, Sunday School
Council, Church Council, and as assigned.

While keeping mindful of our church missi¢ALIVE! In The Power of God) the Director of Senior
Adult Ministry is responsible for developing, maivagand evaluating a comprehensive program of
senior adult ministries.

Minimum Qualifications

Individual must believe in Jesus Christ as Lord 8aslior and be a current member &aptist
Church and willing to become a member of this churndividual should have completed or be
currently pursuing a Bachelor’s degree. Individmalst demonstrate professional knowledge and
competence in leading ministry programs. The igiidi build and maintain effective working
relationships and rapport with senior adults, mesbad staff is required.
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Duties and Responsibilities

» Senior Adult Ministry

0
0]

(0]

o o

O O0OO0OOo

Plans, conducts, and arranges for senior adulistrynprograms and events.
Coordinates Sr. Adult Council and Metallic Club aldaspects of recruiting/training
Sr. Adult leadership.

Plans, conducts, and promotes regular and spettiah&onal, recreational, and
training opportunities.

Plans, conducts, and promotes special projecps(tiellowships, seminars, VBS,
etc.) for senior adult.

Schedules outside leaders for senior adult evenénweeded.

Plans, establishes, and manages spiritual develttpane training programs to
enhance senior adults’ ability to articulate tHaith and Christian service.

Assists with counseling needs of senior adultsthad family as appropriate.
Assists with witnessing and care ministries.

Assists with hospital visitation, as well as shutdsitation for senior adults.

Assists with inreach and outreach programs foraseadult members and prospects
on a weekly basis.

> Administration

0]
(0]

(0]

(0]

(0]

Works with the church’s master plan of Christian@ation for senior adults.

Works with deacons, church officers, and commiteesethey perform their assigned
responsibilities in relation to senior adults.

Cooperates with associational, state, and denoioinatieaders in matters of mutual
interest and concern related to senior adults.

Assists with senior adult church members’ timefidtgft program and committee
assignments.

Prepares the senior adult ministries’ annual butigednjunction with the Budget
Advisory Council.

> Performance Standards

(@]

OO O0OO0OO0OO0O0O0o

Identifies/evaluates issues and makes accuratéraaly decisions.

Exhibits positive commitment to the job and strif@spersonal improvement.
Open to and seeks new ideas and creative solutions.

Communicates clearly and accurately to staff, pesrd lay leaders.

Adapts to new people, ideas, and procedures imagihg environment.

Provides effective leadership to develop workeradmomplish goals.

Effectively uses available resources to produdeiefft and realistic plans.
Effectively converses with employees and vendows Ghristian-like manner.
Builds and maintains effective working relationshgnd rapport with members and
staff.

The employee will also perform other reasonably relted business duties as agreed upon by the

This list is not intended to be all-inclusive.

personnel committee and/or the church in businesgssion.
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First Baptist Church
Job Description

Position: Learning Center Director
Classification: Full-time, Program Staff, Exempt
Page Range: $26,000---------------- $52,000------------=-=-+ $84,000
(Entry) (Midpoint) (Max)
Reports To: Director of Children’s Ministries and Minister otlEcation & Discipleship
Evaluations Due: Annually by Director of Children’s Ministries, Misier of Education &

Discipleship and reviewed by the Pastor and Pesdddommittee
Supervises: Lay Leaders, volunteer teachers, and paid Lear@gmger teachers

Physical Demands: May require prolonged sitting, standing, bendinggtshing, and lifting up to
30 pounds. Requires hand-eye coordination and ahaexterity sufficient to
operate a keyboard, office machines, and techagpabment. Requires
normal or correctable range of hearing and vision.

Work Conditions: Work in church environment, involving contact withildren, staff,
congregation members, and Learning Center par&itgk requires meeting
deadlines, maintaining technical expertise, andagery multiple tasks.

Regular workweek is Sunday through Thursday utbaurs, but can be
adjusted for special events or needs of the chor¢learning Center.

Job Obijective

While keeping mindful of our church missi¢ALIVE! In The Power of God) the Learning
Center Program Director/Assistant Director Prestiwoesponsible for all aspects of the
Learning Center and assisting with the coordinatibpreschool ministries

for children, ages birth to five.

Minimum Qualifications

Individual must believe in Jesus Christ as Lord 8aslior and be a current member of

a Baptist church and willing to become a membehisfchurch, understanding the
mission of First Baptist Church. Individual musvaompleted or be currently pursuing a
Bachelor’'s degree, preferably with an emphasishitdGood Education. Three years of
childcare experience is required, along with infamitd first aid/ CPR certification and TB
skin test. Individual must demonstrate professiémalwledge and competence in leading
preschool ministry programs. Individual should héwe ability to build and maintain
effective working relationships, and rapport wittildren, parents, and staff is required.
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Duties and Responsibility

Learning Center Program Director

2.

12.
13.

14.
15.

Supervise and evaluate Learning Center personnel.

Ensure that all Learning Center Staff have beebaity screened and that procedures
comply with church’s child protection policy.

Work with Learning Center Council and First Bap@$turch to set and implement goals
for the Learning Center.

Communicate with and act as a liaison between thgtaff, and parents.

Keep in compliance: Learning Center records, chiith records, and employees’ records.
Plan and conduct regular staff meetings.

Enroll children and collect program fees.

Plan and implement programs for parent educatidrfamily development.

Purchase and organize supplies and keep and updateaory of necessary equipment
and materials to carry out program activities dftety.

. Maintain contact with appropriate child developmagéncies.
. Develop and present Learning Center Budget in aatipa with Learning Center

Council.

Evaluate and improve curriculum of the Learning €en

Aid each parent in better understanding of hiséindd through monthly newsletters,
parent/teacher meeting, and/or individual confezenc

Be able to substitute teach or secure substitath&gs in the absence of regular teachers.
Maintain positive relationships with other preschonistry leaders of the church.

Performance Standards

CoNok~®NE

Identifies/Evaluates issues and makes accuratéraety decisions.

Exhibits positive commitment to the job and strif@spersonal improvement.

Is open to and seeks new ideas and create solutions

Communicates clearly and accurately to staff, peerd lay leaders.

Adapts to new people, ideas, and procedures imagiihg environment.

Provides effective leadership to develop workemadwomplish goals.

Effectively uses available resources to produdeiefft and realistic.

Effectively converses with employees and vendos @hristian manner.

Builds and maintains effective working relationshgnd rapport with members and
staff.

The employee will also perform other reasonably relted business duties as agreed by the

This list is not intended to be all-inclusive.

personnel committee and/or the church in businesgssion.

This list is not intended to be all inclusive. Themployee will also perform other reasonabl
related business duties as agreed by the Person@@mmittee and/or the church in business

session.
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First Baptist Church
Job Description — 08/29/2007

Position: Facility Manager
Classification: Full Time, Program Staff, Exempt
Pay Range: $25,000 -------- $35,000 ------- $45,000
(Entry) (Midpoint) (Max)
Reports To: Church Administrator
Evaluations Due: Annually by the Church Administrator and reviewsdthe Pastor and

Personnel Committee.
Supervises: Custodial/Facilities Staff and Outside Facilitynders

Physical Demands: May require prolonged sitting, standing, bendstggtching, and lifting up to
60 pounds occasionally. Requires hand-eye codidmand manual
dexterity sufficient to operate a keyboard, tecAh@juipment and a variety
of hand and power tools. The ability to climb anarkvon ladders or
equipment is required as is crawling and workingonfined areas. Requires
normal and/or correctable range of hearing an@nisi

Work Conditions: Work includes indoor and outdoor duties in a chignvironment and contact
with staff and congregation. Work requires meetirgdlines, maintaining
technical expertise, and managing multiple tasks.

Regular workweek is Monday through Friday, but baradjusted for special
events or needs of the church.

Staff Liaison To: Food Services, Grounds Committee, Parking Lot @dtae, Property
Committee, Transportation Committee, Worship Mdciemmittee, and
others as assigned.

Job Objective

While keeping mindful of our church missi¢ALIVE! In The Power of God) the Facility Manager
is responsible for the housekeeping, maintenamuesecurity of all church buildings, grounds,
equipment and property.

Minimum Qualifications

Individual must believe in Jesus Christ as Lord 8asior and be a current member of a Protestant
Church. Individual must possess the appropriateitiggand methodology for: Eacility
housekeeping and maintenance, 2) supervision bitygoersonnel, 3) facility management for
facilities in excess of 20,000 square feet. A munin of 5 years related experience is required.
National Association of Church Facility Managem@bACFM) certification preferred. The ability to
build and maintain effective working relationshgrsd rapport with members and staff is required.
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Duties and Responsibilities

» Facility Operations

(0]
0]

(0]

Plans, conducts and evaluates a program of systehmatsekeeping.
Plans, conducts and evaluates a program of plama@ttenance of all facility
equipment, grounds and property (including churehicles).
Plans, submits, and administers an annual compsetgegrounds and facility
operations plan.
Serves as first contact for outside vendors fatifaecnanagement.
Assists deacons, church officers, and committe¢isegsperform their assigned
responsibilities.
Plans, oversees, and conducts church-wide propertydays.
Works with outside vendors, facility staff and/@lwnteers to maintain the following:
= Electric, lighting, plumbing, HVAC
= Security, fire/smoke controls, telecommunicatioefigeration
» Flooring, roofing, foundation
= Grounds
= Parking

> Administration

(0]

O O0OO0OO0OO0OO0OO0

Schedules housekeeping in response to generapanthlschurch calendar events.
Recommends custodial/facility staffing (includinggoyment and termination).
Maintains custody of church master keys and segutavices.

Conducts safety and security inspections; assac#y is OSHA compliant.
Corrects routine problems; recommends correctitierac

Maintains up-to-date inventory of all church prdger

Develops and maintains a plan of energy-efficienssy.

Submits annual budget needs in conjunction witlBineéget Advisory Council.

> Performance Standards

o

O O0OO0OO0OO0OO0O0Oo

Identifies/evaluates issues and makes accuratéraaly decisions.

Exhibits positive commitment to the job and strif@spersonal improvement.
Open to and seeks new ideas and creative solutions.

Communicates clearly and accurately to staff, pesrd lay leaders.

Adapts to new people, ideas, and procedures imagihg environment.

Provides effective leadership to develop workeradoomplish goals.

Effectively uses available resources to produdeiefft and realistic plans.
Effectively converses with employees and vendoes @hristian-like manner.
Builds and maintains effective working relationshgnd rapport with members and
staff.

The employee will also perform other reasonably reifted business duties as agreed by the

This list is not intended to be all-inclusive.

personnel committee and/or the church in businesgssion.

08/29/2007
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Position:
Classification:

Page Range:

Reports To:

Evaluations Due:

Supervises:

Physical Demands:

Work Conditions:

Staff Liaison To:

Job Obijective

First Baptist Church
Job Description

Financial Manager
Full Time, Program Staff, Exempt

$25,000---------------- $40,000----------------- $55,000
(Entry) (Midpoint) (Max)

Church Administrator

Annually by Church Administrator and reviewed hg Pastor and Personnel
Committee.

Counters, and as assigned.

May require prolonged bending, climbing, sittistanding, stretching, and
lifting up to 30 pounds occasionally. Requiresdrage coordination and
manual dexterity sufficient to operate a keyboaftice machines and
technical equipment. Requires normal and/or ctal®e range of hearing
and vision.

Work in church environment, involving contact witaff and congregation.
Work requires meeting deadlines, maintaining tecdrexpertise, and having
multiple managing tasks.

Regular workweek is Monday through Friday, but baradjusted for special
events or needs of the church.

Finance Committee, Money Counting Committee, Budgtisory Council,
and as assigned.

While keeping mindful of our church missi¢ALIVE! In The Power of God) the Financial Manager
maintains accounting/fiscal records of the chuptkpares monthly financial statements, maintains
contribution records, and assists with generalatjmrs as assigned.

Minimum Qualifications
Individual must believe in Jesus Christ as Lord Saslior and be a current member of a Protestant

Church.

Individual must possess a Bachelor degree (or higirel/or appropriate training of three years in
accounting, business and finance. The abilityuitdand maintain effective working relationships
and rapport with members and staff is required.
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Duties and Responsibilities

> Financial

o Maintains all financial records/financial recoras®ms of the church.

Oversees Money Counting Committee and bank deposits

Completes daily computer backup of church database.

Reconciles church bank accounts.

Prepares accounts payable checks and distribubessogned.

Posts all contributions and prepares quarterlyrdmnton statements for
distribution.

Prepares monthly financial report and submits éoRimance Committee.

0 Assists the Church Administrator with the fiscdhat of the church as directed.

O O O0OO0Oo

o

» Payroll
0 Prepares payroll checks and distributes once signed
0 Maintains payroll files, and completes payroll fdixgs/quarterly tax returns,
year-end returns, W-2s, and 1099s.

» Administration
0o Works with outside auditors for the annual auditlodirch records.
o Coordinates benevolence assistance programs.
0 Maintains strictest confidentiality of member pledand contribution records.
0 Secures area before departure each day.

» Performance Standards

o Identifies/evaluates issues and makes accuratéraaly decisions.
Exhibits positive commitment to the job and strif@spersonal improvement.
Open to and seeks new ideas and creative solutions.
Communicates clearly and accurately to staff, peard lay leaders.
Adapts to new people, ideas, and procedures imagihg environment.
Provides effective leadership to develop workeradmomplish goals.
Effectively uses available resources to produdeiefft and realistic plans.
Effectively converses with employees and vendows Ghristian-like manner.
Builds and maintains effective working relationghgnd rapport with members
and staff.

O O0OO0OO0OO0OO0OO0Oo

This list is not intended to be all-inclusive.
The employee will also perform other reasonably relted business duties as agreed by the
personnel committee and/or the church in businesgssion.
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First Baptist Church
Job Description

Position: Technology & Communications Manager
Classification: Full Time, Program Staff, Exempt
Page Range: $25,000---------------- $38,000----------------< $50,000
(Entry) (Midpoint) (Max)
Reports To: Church Administrator
Evaluations Due: Annually by Supervisor with input from Senior Staf
Supervises: Coordinates Volunteer, Paid Assistant(s), Vendamd, TBD per

Assignment/Project

Physical Demands: Requires prolonged sitting, standing, bendingtslving, and lifting up to 30
pounds occasionally. Requires hand-eye coordimatiml manual dexterity
sufficient to operate a keyboard, office machinas technical equipment.
Requires normal and/or correctable range of heanmbvision.

Work Conditions: Work in office environment, involving contact wighiaff and congregation.
Work requires meeting deadlines, maintaining tecdrexpertise, and having
multiple tasks.

Regular workweek is Monday through Friday, but baradjusted for special
events or needs of the church.

Staff Liaison: Public Relations Committee, Technology Commiti&ership Media
Committee, Worship Planning, and as assigned.

Job Obijective

While keeping mindful of our church missi¢ALIVE! In The Power of God) the Technology &
Communications Manager is responsible for the agstdasks for church-wide
publications/communiqués and the technical sugpothurch computer network, website, and onsite
technology requirements.

Qualifications

Individual must believe in Jesus Christ as Lord Sagior and be a current member of a Protestant
Church and willing to become a member of this chui®linimum of 3 years experience in church
related environment. Individual must demonstrat@getency and be able to perform each essential
task satisfactorily. The ability to build and maiim effective working relationships & rapport with
members and staff is required.
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Duties and Responsibilities

> Public Relations & Communications

(0]

O o0oOo0o

o

(0]

Serves as Webmaster to church website.

Prepares camera-ready copy for worship bulletins.

Prepares camera-ready copy for church-wide newslett

Coordinates church-wide templates for publications.

Reviews all scheduled internal/external publicaiprior to
publication/distribution.

Assists with preparation of ministry-group broch@men available).
Assists with church-wide promotion, publicity, pigelations projects.

» Technology

(0]

Become familiar with all network-technical systems.
» Performs necessary maintenance (preventative &ciive) of technical
systems.
* Troubleshoots as needed and/or coordinate withdaut®ndors.
* Recommends software/hardware upgrades and replataseeeded.
» Assures that appropriate backups and recovery guoes are in place at
all times.
Provide power-point support for church-wide eveartd special events when
available.
Provide software/hardware training to staff as eeed
Assists with selection of automated systems inolgdiffice machines and
telephone systems.

> Administrative

(0]
(0]

(0]
(0]

Recruits, trains, and schedules volunteer andlpajglas needed.

Prepares and maintains automated systems and saftamdware maintenance
log and replacement schedule.

Meets with and works in collaboration with minis&team on a weekly basis.
Secures area (including network room) before depagach day.

> Performance Standards

(0]

O O0OO0OO0OO0OO0O0Oo

Identifies/evaluates issues and makes accuratéraaly decisions.

Exhibits positive commitment to the job and strif@spersonal improvement.
Open to and seeks new ideas and creative solutions.

Communicates clearly and accurately to staff, pesrd lay leaders.

Adapts to new people, ideas, and procedures imagihg environment.
Provides effective leadership to develop workeradmomplish goals.
Effectively uses available resources to produdeiefft and realistic plans.
Effectively converses with employees and vendows Ghristian-like manner.
Builds and maintains effective working relationshgnd rapport with members
and staff.

This list is not intended to be all-inclusive.

The employee will also perform other reasonably relted business duties as agreed by the

personnel committee and/or the church in businesgssion.
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First Baptist Church
Job Description — 09/23/2008

Position: Organist

Classification: Part Time, Program Staff, Non-Exempt

Pay Range: $7.69/hour--------------- $15.38/hour-------------- $30.76/hour
(Entry) (Midpoint) (Max)

Reports To: Minister of Music

Evaluations Due: Annually by the Minister of Music and reviewed tine Pastor and Personnel
Committee.

Supervises: As assigned.

Physical Demands: May require prolonged sitting, standing, bendstggtching, and lifting up to
30 pounds occasionally. Requires hand-eye codidmand manual
dexterity sufficient to operate a keyboard, officachines and technical
equipment. Requires normal and/or correctablegaafdearing and vision.

Work Conditions: Work in church environment, involving contact wittaff and congregation.
Work requires meeting deadlines, maintaining tecddrexpertise, and
completing multiple tasks.

Regular workweek includes Sundays and Wednestaysan be adjusted for
rehearsals, special events or needs of the church.

Staff Liaison To: Choir(s), Music Committee, and other committeed @rganizations as
assigned.

Job Obijective

While keeping mindful of our church missi¢ALIVE! In The Power of God) the Organist assists
and supports the music ministry, plays organ argiéno as scheduled for church services and
rehearsals. The music will include, but is notitéd to, accompaniments, preludes, postludes, and
offertories. The position is responsible for a#sjswith the developing, managing and evaluating a
comprehensive program of church music and gradeiisch

Minimum Qualifications

Individual must believe in Jesus Christ as Lord Sagior and be a current member of a Protestant
Church. Individual must possess a music degreeh@ar degree or higher) with a minimum of three
(3) years organ experience required. Additiongdigno experience is desired. The individual must
demonstrate the gift of music and the ability toaapany music ministry programs. The ability to
build and maintain effective working relationshgrsd rapport with members and staff is required.
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Duties and Responsibilities

» Music & Worship Ministry

(0]

O O0OO0OO0Oo

o o

Assists the Minister of Music efforts to enhanceich ability to articulate their faith
and Christian service.

Assists with planning Worship services.

Plays the organ for worship services and/or spesiahts as scheduled.

Available to play the piano for worship servicesl/n special events as scheduled.
Plays for ensemble rehearsal and/or performanselesiuled.

Plays for revivals or weddings at the church (addél remuneration per church
policy).

Plays for funerals as scheduled.

Informs Music Ministry of organ tuning/special tagineeds.

> Administrative

O o0o0oo

(@]

Assists the Minister of Music with the church’s reaplan of music ministries.
Maintains a regular schedule of practice in ordekegep skills sharp.

Schedules times of rehearsal with the pianistsamedmpanists.

Routes purchase requests for music supplies, étesthrough the Music and
Worship Assistant.

Works closely with the Pianist and Music Worshisistant to ensure serving the
church joyously in God'’s service.

> Performance Standards

(@]

OO O0OO0OO0OO0OO0O0o

Identifies/evaluates issues and makes accuratéraaly decisions.

Exhibits positive commitment to the job and strif@spersonal improvement.
Open to and seeks new ideas and creative solutions.

Communicates clearly and accurately to staff, peard lay leaders.

Adapts to new people, ideas, and procedures imagihg environment.

Provides effective leadership to develop workeradmomplish goals.

Effectively uses available resources to produdeiefft and realistic plans.
Effectively converses with employees and vendows Ghristian-like manner.
Builds and maintains effective working relationshgnd rapport with members and
staff.

The employee will also perform other reasonably refted business duties as agreed by the

This list is not intended to be all-inclusive.

personnel committee and/or the church in businesgssion.
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First Baptist Church
Job Description — 09/23/2008

Position: Pianist

Classification: Part Time, Program Staff, Non-Exempt

Reports To: Minister of Music

Pay Range: $7.69/hour - $15.38/hour - $30.76/hour
(Entry) (Midpoint) (Max)

Evaluations Due: Annually by the Minister of Music and reviewed tine Pastor and Personnel
Committee.

Supervises: As assigned.

Physical Demands: May require prolonged sitting, standing, bendstggtching, and lifting up to
30 pounds occasionally. Requires hand-eye codidmand manual
dexterity sufficient to operate a keyboard, officachines and technical
equipment. Requires normal and/or correctablegaafdearing and vision.

Work Conditions: Work in church environment, involving contact wittaff and congregation.
Work requires meeting deadlines, maintaining tecddrexpertise, and
completing multiple tasks.

Regular workweek consists of up to ten (10) h@arsworkweek as assigned,
(including Sundays and Wednesdays), but can bestadjdor rehearsals,
special events or needs of the church.

Staff Liaison To: Choir(s), Music Committee, and other committeas @ganizations as
assigned.

Job Obijective

The Pianist assists and supports the music minisiny plays piano as scheduled for church services
and rehearsals. The music will include, but islmoited to, accompaniments, preludes, postludes,
and offertories. The position is responsible &gisting with the developing, managing and evahgati
a comprehensive program of church music and greldeis.

Minimum Qualifications

Individual must believe in Jesus Christ as Lord Sagior and be a current member of a Protestant
Church. Individual must possess a music degrael{@or degree or higher) with a minimum of
three (3) years piano experience required. Thevidholl must demonstrate the gift of music and the
ability to accompany music ministry programs. Hidity to build and maintain effective working
relationships and rapport with members and staidgiired.
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Duties and Responsibilities

» Music & Worship Ministry

(0]

Oo0oOo0o

o O

Assists the Minister of Music efforts to enhanceich ability to articulate their faith
and Christian service.

Assists with planning Worship services.

Plays the piano for worship services and/or spesiahts as scheduled.

Plays for ensemble rehearsal and/or performanselesiuled.

Plays for revivals or weddings at the church (addél remuneration per church
policy).

Plays for funerals as scheduled.

Informs Music Ministry of piano tuning/special tagi needs.

> Administrative

O o0oOo0o

o

Assists the Minister of Music with the church’s reaplan of music ministries.
Maintains a regular schedule of practice in ordekegep skills sharp.

Schedules times of rehearsal with the pianistssaedmpanists.

Routes purchase requests for music supplies, éitesthrough the Music & Worship
Assistant.

Works closely with the Organist and Music & Worsligsistant to ensure serving the
church joyously in God'’s service.

> Performance Standards

(0]

O O0OO0OO0OO0OO0O0O0o

Identifies/evaluates issues and makes accuratéraaly decisions.

Exhibits positive commitment to the job and strif@spersonal improvement.
Open to and seeks new ideas and creative solutions.

Communicates clearly and accurately to staff, peard lay leaders.

Adapts to new people, ideas, and procedures imagihg environment.

Provides effective leadership to develop workeradmomplish goals.

Effectively uses available resources to produdeiefft and realistic plans.
Effectively converses with employees and vendows @Ghristian-like manner.
Builds and maintains effective working relationshgnd rapport with members and
staff.

The employee will also perform other reasonably refted business duties as agreed by the

This list is not intended to be all-inclusive.

personnel committee and/or the church in businesgssion.
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First Baptist Church
Job Description — 9/23/2008

Position: Assistant Director of Music Ministries

Classification: Part Time, Program Staff, Non-Exempt

Pay Range: $7.69/hour ---------------- $15.38/hour-------------- $30.76/hour
(Entry) (Midpoint) (Max)

Reports To: Minister of Music / Church Administrator

Evaluations Due: Annually by Supervisor and reviewed by the Persb@ommittee.

Supervises: Preschool and Children’s Music Directors, Assistieading Choirs,

Orchestra, and Worship Media Volunteers.

Physical Demands: May require prolonged sitting, standing, bendstggtching, baptizing and
lifting up to 30 pounds. Requires hand-eye coatiom and manual dexterity
sufficient to operate a keyboard, office machiteshnical and musical
equipment. Requires normal and/or correctablegafdearing and vision.

Work Conditions: Work in church environment, involving contact wittaff and congregation.
Work requires meeting deadlines, maintaining techiréxpertise, and
managing multiple tasks.

Regular workweek consists of up to twenty (20)rsqer workweek as
assigned, but can be adjusted for special evemtsets of the church.

Staff Liaison To: Music Committee, Worship Media Committee, Childset Preschool
Committee, and as assigned.

Job Obijective

While keeping mindful of our church missiQALIVE! In The Power of Gog, the Assistant Director
of Music Ministries is responsible for assisting tinister of Music in developing, managing and
evaluating a comprehensive program of Christ-cedtand life changing worship in church music for
the Children’s and Preschool ministries.

Minimum Qualifications

Individual must believe in Jesus Christ as Lord 8agior and be a current member of a Protestant
Church. Individual should possess an undergradiegece from an accredited institution specializing
in children’s music education. Three years expegdn church music ministry is preferred. The
individual must demonstrate professional knowleage competence in leading vocal and
instrumental music ministry programs.
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Duties and Responsibilities

» Music & Worship Ministry.

(0]

0
(0]
0]

Responsible for the enlistment, training, and coatibn of the graded music groups
and orchestra..

Researches and selects literature for graded mgusips.

Prepares, directs, and schedules rehearsals fledyrausic groups and orchestra.
Conducts and/or assists with rehearsal and perfaresaas assigned.

> Administrative

(0]

(0]

Cooperates with associational, state, and denoionaieaders in matters of mutual
interest and concern.

Oversees the maintenance and addition to the rhibsacy for Children’s and
Preschool ministries equipment and music.

Assists with the preparation and distribution oftenials for graded music groups and
orchestra.

Assists with the preparation of the music ministnpual budget for graded choirs in
conjunction with the Budget Advisory Council.

Monitors and reviews information on current musiethods, materials, and
promotion. This includes staying abreast of wgrshsources as they become
available; and the ability to communicate such weses with the appropriate lay
leaders.

> Performance Standards

(0]

O O0OO0OO0OO0OO0OO0Oo

Identifies/evaluates issues and makes accuratéraaly decisions.

Exhibits positive commitment to the job and strif@spersonal improvement.
Open to and seeks new ideas and creative solutions.

Communicates clearly and accurately to staff, pesrd lay leaders.

Adapts to new people, ideas, and procedures imagihg environment.

Provides effective leadership to develop workeradoomplish goals.

Effectively uses available resources to produdeiefft and realistic plans.
Effectively converses with employees and vendoes @hristian-like manner.
Builds and maintains effective working relationshgnd rapport with members and
staff.

The employee will also perform other reasonably refted business duties as agreed by the

This list is not intended to be all-inclusive.

personnel committee and/or the church in businesgssion.
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Position:
Classification:

Pay Range:

Reports To:

Evaluations Due:

Supervises:

Physical Demands:

Work Conditions:

Staff Liaison To:

First Baptist Church
Job Description

Education Assistant
Part Time, Support Staff, Non-exempt

$7.21/hour------------------- $12.00/hour----------------- $16.80/hour
(Entry) (Midpoint) (Max)

The beginning range for 2007 is $7.21 — $8.50.
Church Administrator

Annually by Church Administrator and Minister ofifBiscipleship and
reviewed by the Pastor and Personnel Committee.

None

May require prolonged sitting, standing, bendstggtching, and lifting up to
30 pounds occasionally. Requires hand-eye codidmand manual
dexterity sufficient to operate a keyboard, officachines and technical
equipment. Requires normal and/or correctablegafdearing and vision.
Work in church environment, involving contact witaff and congregation.
Work requires meeting deadlines, maintaining tecdirexpertise, and
completing multiple tasks.

Regular workweek is xday through xday (up to 30fs@er workweek).

See Minister of Ed/Discipleship Job Description.

Job Obijective

While keeping mindful of our church missi@ALIVE! In The Power of Gog the Education
Assistant provides secretarial and administratergises and performs office duties, multi-tasking
which includes the greeting of visitors and guéstselephone and in the church office.

Minimum Qualifications

Individual must believe in Jesus Christ as Lord 8asior and be a current member of a Protestant
Church. The position requires a minimum of threargeexperience and an associate degree or High
School diploma or equivalent. Computer literacg #re ability to type 60 words a minute is required
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Duties and Responsibilities

» Membership & Attendance

(0]

Attendance for Sunday School, Discipleship Claszed,Wednesday Night Missions
= Post attendance weekly.
= Print attendance rolls, rosters, and reports adatkte
= Assists Sr. Ministries Associate when membersHip reed revision.

> Curriculum and Literature

(0]

0]
0]
(0]

Compiles order list for each area of Sunday SchadlDiscipleship classes and forwards
to the Minister of Ed/Discipleship for approval.

Prepares Vacation Bible School enrollment cardsters, and mailers.

Prepares Sunday school folders and drawers forlyedekribution.

Provides administrative support for newsletterterudars, and other mailers as needed.

> Administrative

(0]

0]
(0]

0
0]

Makes ready the Welcome Centers and Volunteer Vidorkrin preparation for each
Sunday.

Serves as backup to other administrative stafeasled.

Provides administrative and committee support @nadltices, newsletters, makes copies,
etc.).

Assists in church wide mailings (including the wigakewsletter).

Secures work area before departure.

> Performance Standards

(0]

O O0OO0OO0OO0OO0O0Oo

Identifies/evaluates issues and makes accuratéraaly decisions.

Exhibits positive commitment to the job and strif@spersonal improvement.

Open to and seeks new ideas and creative solutions.

Communicates clearly and accurately to staff, pesrd lay leaders.

Adapts to new people, ideas, and procedures imagihg environment.

Provides effective leadership to develop workeradoomplish goals.

Effectively uses available resources to produdeiefft and realistic plans.

Effectively converses with employees and vendoes @hristian-like manner.

Builds and maintains effective working relationshgnd rapport with members and staff.

The employee will also perform other reasonably relted business duties as assigned by

This list is not intended to be all-inclusive.

supervisor and/or designee.
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First Baptist Church
Job Description

Position: Music & Worship Assistant

Classification: Part Time, Support Staff, Non-exempt

Pay Range: $7.21/hour - $12.00/hour - $16.80/hour (dependimgxperience/skill)
(Entry) (Midpoint) (Max)

The beginning range for 2007 is $7.21 — $8.50.
Reports To: Church Administrator and Minister of Music

Evaluations Due: Annually by Church Administrator and Minister ofulgic and reviewed by
the Pastor and Personnel Committee.

Supervises: None

Physical Demands: May require prolonged sitting, standing, bendstggtching, and lifting up to
30 pounds occasionally. Requires hand-eye codrdmand manual
dexterity sufficient to operate a keyboard, offisachines and technical
equipment. Requires normal and/or correctablegaridearing and vision.

Work Conditions: Work in church environment, involving contact wittaff and congregation.
Work requires meeting deadlines, maintaining techiréxpertise, and
completing multiple tasks.

Regular workweek is Monday through Thursday (upQéehours)
Staff Liaison To: See Minister of Music’s job description.

Job Obijective

While keeping mindful of our church missi@ALIVE! In The Power of Gog the Music & Worship
Assistant provides secretarial and administratereises and performs office duties, multi-tasking
which includes the greeting of visitors and guéstselephone and in the church offices.

Qualifications

Individual must believe in Jesus Christ as Lord Sagior and be a current member of a Protestant
Church. Prior experience and/or skill as a musi@greferred. The position requires a minimum
three years experience and an Associate Degreghbr3dhool Diploma or equivalent. Computer
literacy and the ability to type 60 words a ministeequired.
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Duties and Responsibilities
» Music

o Catalogs all music that is received (stamp, cdilaj,

Distributes music to be sung into choir memberlddcs.

Ensures director has all music required for wee&hearsals.

Removes music /re-file/document performance of eathem.
Maintains Church Music Master (computerization afsia library).

Pulls music no longer needed to be shipped to Ysuvigsic in PA.
Maintains music calendar and place all activitisburch calendar. Coordinate special
room/food/childcare requests.

Tracks instrument tuning/maintenance.

Maintains music equipment inventory.

Designs and publish Choir Directory.

o Ensures adequate supplies for Christmas Eve sgcacelles and cups).

» Choir Support

o General
» Posts attendance; updates rolls; prints monthgndtnce rolls.
»= Mails/e-mail choral announcements as needed.
o Children’s Choirs
= Helps secure substitutes and/or choir workers;
= Distributes materials as received.
» Provides administrative support for rehearsald-&l/Spring music programs.
= Assists with end-of-year appreciation meal for keos.
0 Adult Music Ministry
» Maintains robe/folder assignments.
= Distributes robe, folder, and music to new members.
* Provides administrative support for “M&M Minutewieekly for Sanctuary
Choir.
* Provides administrative support for the Sunday Bi&agpper Schedule for P&W
Chair.

> Administrative

o Provides administrative support for volunteer ragamant/assignments for music
ministries.

0 Serves as the backup to other administrative assist

0 Secures work area before departure.

> Performance Standards

Identifies/evaluates issues and makes accuratéraaly decisions.

Exhibits positive commitment to the job and strif@spersonal improvement.

Open to and seeks new ideas and creative solutions.

Communicates clearly and accurately to staff, peerd lay leaders.

Adapts to new people, ideas, and procedures imagihg environment.

Provides effective leadership to develop workeradwomplish goals.

Effectively uses available resources to produdeiefft and realistic plans.

Effectively converses with employees and vendoes @hristian-like manner.

Builds and maintains effective working relationshgnd rapport with members and staff.

OO0 Oo0Oo0OO0Oo

O OO

o

O O0OO0OO0OO0OO0O0Oo

This list is not intended to be all-inclusive.
The employee will also perform other reasonably relted business duties as assigned by
supervisor and/or designee.
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Position:
Classification:

Page Range:

Reports To:

Evaluations Due:

Supervises:

Physical Demands:

Work Conditions:

Staff Liaison To:

Job Obijective

First Baptist Church
Job Description

Senior Ministries Associate
Part Time, Support Staff, Non-exempt

$10.58/hour---------------- $15.38/hour---------------- $20.19/hour
(Entry) (Midpoint) (Max)

Pastor & Associate Pastor/Church Administrator

Annually by Pastor & Associate Pastor/Church Adstimator and reviewed
by the Personnel Committee.

None

May require prolonged sitting, standing, bendstggtching, and lifting up to
30 pounds occasionally. Requires hand-eye codidmand manual
dexterity sufficient to operate a keyboard, officachines and technical
equipment. Requires normal and/or correctableaafdearing and vision.
Work in church environment, involving contact wittaff and congregation.
Work requires meeting deadlines, maintaining tecddrexpertise, and
completing multiple tasks.

Regular workweek is Monday through Thursday (BAMPM).

None

While keeping mindful of our church missi¢ALIVE! In The Power of God) the Sr. Ministries
Associate provides secretarial and administratveises to the pastor and other senior ministerial

staff.

Minimum Qualifications

Individual must believe in Jesus Christ as Lord Sagior and be a current member of a Protestant
Church. The position requires a minimum of fivageoffice experience and an Associate Degree or
High School Diploma or equivalent. Computer litgrand the ability to type 60 words a minute are
required. The ability to build and maintain effee working relationships & rapport with
congregation members and staff is required.
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Duties and Responsibilities

» Pastoral Support
0 MaintainsPastors’ calendar and schedule
0 Types, transcribes, files church records and pesvgeneral secretarial duties required by
thePastors’ and/or senior ministerial staff.
o0 Utilizes membership database to prepare reportefgkabels as needed.
0 Prepares and distributes pastor mailings as ddecte

» Administrative

Serves as backup to other administrative suppafft st
Preps the First Family Focus for distribution.
Assists in church wide mailings.

Secures work area before departure.

O o0oo0oo

» Performance Standards

Identifies/evaluates issues and makes accuratéraaly decisions.

Exhibits positive commitment to the job and strif@spersonal improvement.

Open to and seeks new ideas and creative solutions.

Communicates clearly and accurately to staff, pesrd lay leaders.

Adapts to new people, ideas, and procedures imagihg environment.

Provides effective leadership to develop workeradoomplish goals.

Effectively uses available resources to produdeiefft and realistic plans.

Effectively converses with employees and vendows Ghristian-like manner.

Builds and maintains effective working relationshgnd rapport with members and staff.

o

O O0OO0O0OO0OO0O0O0o

This list is not intended to be all-inclusive.
The employee will also perform other reasonably relted business duties as assigned by
supervisor and/or designee.
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First Baptist Church
Job Description

Position: Preschool AssistanDRAFT — 10/08/08

Classification: Part-time, Support Staff, Non-Exempt

Pay Range: $8.00/hr-----------=---- $12.00/hr---------=----——- $17.00/hr

(Entry) (Midpoint) (Max)
Reports To: Church Administrator and Director of Children’s &8chool Ministries
Evaluations Due: Annually by supervisor and reviewed by the Pastal Rersonnel Committee
Supervises: Lay Leaders, volunteer teachers, and as assigned

Physical Demands: May require prolonged sitting, standing, bendinggtshing, and lifting up to
30 pounds. Requires hand-eye coordination and ahaexterity sufficient to
operate a keyboard, office machines, and techagpabment. Requires
normal or correctable range of hearing and vision.

Work Conditions: The workplace is a church environment, involvingtemt with children, staff,
and congregation members. The workplace requissting deadlines,
maintaining technical expertise, and managing ipigltiasks.

Regular workweek is Sunday, Wednesday, and Frigag U5 hours, but can
be adjusted for special events or needs of thecbhwith supervisor approval.

Job Obijective

While keeping mindful of our church missi¢ALIVE! In The Power of God) the Preschool
Assistant is responsible for assisting with all adstrative aspects of

Preschool Ministries (children — ages birth to five

Minimum Qualifications

Individual must believe in Jesus Christ as Lord Sadgior and be a current member of

a local Protestant church and willing to becomeeaiver of this church. Minimum requirements
include a combination of High School Diploma, pas church program experience, and two years
of childcare experience infant/child first aid/ CE&tification, and TB skin test. Individual must
demonstrate professional knowledge and competeithgveschool ministry programs.
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Duties and Responsibility

Preschool Ministry Assistant
1. Assists with the administrative coordination ananpling of all preschool programming which
includes:
* Sunday School programming
e Music programming
* Missions programming
» Discipleship programming
* Summer programming
* VBS programming
* Special event programming
* Recruitment and training of volunteers for pres¢mimistries as assigned.

2. Identifies classroom needs.

3. Maintains inventory supplies and curriculum.

4. Submits information for preschool newsletter, phesd calendar, and submits like information
for the church at large publications.

5. Creates and sends meeting reminders, special eardsolunteer notices.

6. Keeps staff aware of needs of preschoolers andiésmi

7. Attends team meetings and staff meetings that tgfi@school ministries.

8. Assists others (staff members & laity) in speciffogram areas as scheduled.

Performance Standards
10. Identifies/Evaluates issues and makes accuratéraety decisions.
11. Exhibits positive commitment to the job and strif@spersonal improvement.
12. Is open to and seeks new ideas and create solutions
13. Communicates clearly and accurately to staff, pesrd lay leaders.
14. Adapts to new people, ideas, and procedures imageihg environment.
15. Provides effective leadership to develop workeradmomplish goals.
16. Effectively uses available resources to produdeiefft and realistic plans.
17. Effectively converses with employees and vendois @hristian manner.
18. Builds and maintains effective working relationshgnd rapport with members and staff.

This list is not intended to be all-inclusive.
The employee will also perform other reasonably relted business duties as agreed by the
personnel committee and/or the church in businesgssion.
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Position:
Classification:

Page Range:

Reports To:

Evaluations Due:

Supervises

Physical Demands:

Work Conditions:

Staff Liaison To:

Job Obijective

First Baptist Church
Job Description

Front Desk Assistant/Youth Ministries Assistant
Full-Time, Support Staff, Non-exempt

$7.21/hour---------------- $12.00/hour---------------- $16.80/hour
(Entry) (Midpoint) (Max)

Church Administrator

Annually by Church Administrator and reviewed hg tPastor and Personnel
Committee.

None

May require prolonged sitting, standing, bendstggtching, and lifting up to 30
pounds occasionally. Requires hand-eye coordimatiml manual dexterity
sufficient to operate a keyboard, office machinas technical equipment.
Requires normal and/or correctable range of heannyvision.

Work in church environment, involving contact witaff and congregation. Work
requires meeting deadlines, maintaining technixpégise, and completing
multiple tasks.

Regular workweek is Monday through Friday.

None

While keeping mindful of our church missi¢ALIVE! In The Power of God) the Front Desk
Assistant/Receptionist is the first point of comtiacthe church for the telephone calls or walkisitors.
He/she will also perform administrative and suppertices as assigned.

Minimum Qualifications

Individual must believe in Jesus Christ as Lord 8asior and be a current member of a ProtestantoBhu
The position requires a minimum Associate Degreigit school diploma or equivalent with at leaseth
(3) years office experience. Computer literacy dredability to type 60 words a minute are requir@tie
ability to build and maintain effective working agonships & rapport with members and staff is nesgli
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Duties and Responsibilities

» Reception
0 Answers incoming calls and processes calls apatmtyi
0 Receives all visitors to the church office and amues visitor arrival to the appropriate party.
o Operates phone system that includes auto attenddog mail, call forwarding, paging,
intercom system, etc.
0 Operates church security system.

» Ministry Support
0 Processes the Sunday visitor log and prepares $uegdart to staff each week.
0 Processes reservations for weekly events and $pseiats.
0 Assists in calling weekly drivers for the churchhigdes for the Grocery Run and Sunday
Shuttles.
0 Accesses the church database system so that lcefsihelp complete projects.
0 Assists with church mailings and special projects.

» Administrative
o Provides limited backup assistance to adminiseassistants.
o Distributes incoming/outgoing mail (and sets postagpter each day).
0 Maintains effective working relationships & rappuwiith staff and congregation.
0 Secures work area before departure.
» Performance Standards
Identifies/evaluates issues and makes accuratéraaly decisions.
Exhibits positive commitment to the job and strif@spersonal improvement.
Open to and seeks new ideas and creative solutions.
Communicates clearly and accurately to staff, pesrd lay leaders.
Adapts to new people, ideas, and procedures imagihg environment.
Provides effective leadership to develop workeradoomplish goals.
Effectively uses available resources to produdeiefft and realistic plans.
Effectively converses with employees and vendoes @hristian-like manner.
Builds and maintains effective working relationshgnd rapport with members and staff.

o

O O0OO0OO0OO0OO0O0Oo

This list is not intended to be all-inclusive.
The employee will also perform other reasonably relted business duties as assigned by superviso
and/or designee.
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Position:
Classification:

Page Range:

Reports To:

Evaluations Due:

Supervises:

Physical Demands:

Work Conditions:

Staff Liaison To:

Job Obijective

First Baptist Church
Job Description

Ministry Intern

Part Time, Program Staff, Non-exempt
$6/hour---------------- $8/hour----------------- $10/hour
(Entry) (Midpoint) (Max)
Senior Staff and/or Designee

Annually by Pastor/Church Administrator and/orfBzesignee reviewed by the
Personnel Committee.

None

May require prolonged sitting, standing, bendstggtching, and lifting up to 30
pounds occasionally. Requires hand-eye coordimatiml manual dexterity
sufficient to operate a keyboard, office machinas technical equipment.
Requires normal and/or correctable range of heannlyvision.

Work in church environment, involving contact witaff and congregation. Work
requires meeting deadlines, maintaining technixpégise, and completing
multiple tasks.

Regular workweek is to be determined (TBD).

As assigned.

While keeping mindful of our church missi¢ALIVE! In The Power of God) the ministry intern is
responsible for assisting the staff in the ongemgistry and activities of the church. This pasitiis
structured to provide maximum exposure to evergtfat the church.

Minimum Qualifications

Individual must believe in Jesus Christ as Lord 8asior and be a current member of a ProtestantoBhu
The individual must be enrolled in high school, ergtaduate, or graduate/seminary. The individustm
possess good communication skills (written & vexability to work well with people, ability to fuation

in a busy environment with multiple interruptioasid have orientation to detail.
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Duties and Responsibilities

Ministry Internship Program

1. Assists in creating and maintaining ministry pragsaor the congregational family and the
community.

2. Assists with the weekly visitation program.

3. Assists in hospital and pastoral care ministry.

4. Assists in worship leadership.

5. Prepares a written ministry project for the terntta$ project, presents the results/report to the
church.

6. Adheres to the policies and procedures of FirstiBa@hurch — Richmond (including the Ministry
Internship Program Booklet and the Employee Hankiddanual).

7. Maintain a minimum GPA of 3.0 (B), and provide anscript to supervisor(s) at each grading
interval.

8. Performance Standards

o Identifies/evaluates issues and makes accuratéraaly decisions.

Exhibits positive commitment to the job and strif@spersonal improvement.

Open to and seeks new ideas and creative solutions.

Communicates clearly and accurately to staff, pesrd lay leaders.

Adapts to new people, ideas, and procedures imagihg environment.

Provides effective leadership to develop workeradmomplish goals.

Effectively uses available resources to produdeiefft and realistic plans.

Effectively converses with employees and vendows Ghristian-like manner.

Builds and maintains effective working relationshgnd rapport with members and staff.

O O0OO0OO0OO0OO0O0O0o

This list is not intended to be all-inclusive.
The employee will also perform other reasonably relted business duties as assigned by supervisor
and/or designee.
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Position:
Classification:

Pay Range:

Reports To:

Evaluations Due:

Supervises:

Physical Demands:

Work Conditions:

Staff Liaison To:

Job Objective

First Baptist Church
Job Description — 8/29/2007

Custodian
Full Time or Part Time, Support Staff, Non-exempt

$7.00/hr -------- $11.00/hr ------- $16.00/hr
(Entry) (Midpoint) . (Max)

Facility Manager

Annually by the Facility Manager and reviewed bg Pastor and Personnel
Committee.

None

May require prolonged sitting, standing, bendstgetching, and lifting up t60
poundsoccasionally. Requires hand-eye coordinationraadual dexterity
sufficient to operate a keyboard, technical equipinaed a variety of hand and
power tools. The ability to climb and work on ladsler equipment is required as
is crawling and working in confined areas. Reauitermal and/or correctable
range of hearing and vision.

Work includes indoor and outdoor duties in a chienvironment and contact with
staff and congregation. Work requires meeting lie@gl maintaining technical
expertise, and completing multiple tasks.

Along with other background checks, the churchremuire a pre-employment
drug test and physical examination. Also, if arpkayee is suspected or accused
of impairment due to drugs/alcohol/illegal subst&rtbe employee must agree to a
drug test and exam upon demand. Otherwise, théogegwill be terminated

from employment.

Regular workweek is Monday through Friday withatain schedule for weekend
and special event coverage.

None

While keeping mindful of our church missi¢ALIVE! In The Power of God) the custodian is responsible
for the maintaining, cleaning, and housekeepinagllathurch buildings and grounds and event prejmrsit

Minimum Qualifications

Individual must believe in Jesus Christ as Lord 8asior and be a current member of a ProtestantoBhu
Training as a janitor/custodian/housekeeper onedemt experience is required. A combination ofegel
skills in maintenance, painting, carpentry, plungpielectrical is preferred. Physical health amergith is
required to carry out the maintenance and custedtalities (lifting of furniture and equipment is

required).
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Duties and Responsibilities
» Facility Operations

Conducts scheduled daily, weekly, monthly, and ahhausekeeping.

Sees that the church facilities are safe, secacehabitable at all times.

Conducts routine maintenance.

Reports facility/equipment/grounds concerns toRheility Manager.

Operates the heating and cooling equipment acaptdithe season and to the church
calendar/schedule.

Opens the facility daily and closes/secures/alantse end of the day and/or following church
events.

Assists with moving equipment, furniture, and makinstruments.

Sets up tables/chairs/equipment for church everdsspecial activities.

Prepares and cleans baptistery.

Sets up/cleans up for funerals and other churchtsve

In the absence of outside lawn maintenance cootracbws grass and trims shrubbery.
Maintains all church entrances, sidewalks, andipgrareas.

Sets up/cleans up for weddings. Extra remuneratiaording to church policy from the
wedding party.

o O O O0OO0Oo

O O0OO0OO0OO0OO0O0o

» Performance Standards

Identifies/evaluates issues and makes accuratéraaly decisions.

Exhibits positive commitment to the job and strif@spersonal improvement.

Open to and seeks new ideas and creative solutions.

Communicates clearly and accurately to staff, peard lay leaders.

Adapts to new people, ideas, and procedures imagihg environment.

Provides effective leadership to develop workeradmomplish goals.

Effectively uses available resources to produdeiefft and realistic plans.

Effectively converses with employees and vendows Ghristian-like manner.

Builds and maintains effective working relationshgnd rapport with members and staff.

o

OO O0OO0OO0OO0OO0Oo

This list is not intended to be all-inclusive.
The employee will also perform other reasonably relted business duties as assigned by supervisor
and/or designee.
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Position:
Classification:

Pay Range:

Reports To:

Evaluations Due:

Supervises:

Physical Demands:

Work Conditions:

Staff Liaison To:

Job Obijective

First Baptist Church
Job Description — 11/01/2007

Housekeeper
Full Time or Part Time, Support Staff, Non-exempt

$7.00/hr -------- $9.00/hr ------- $12.00/hr
(Entry) (Midpoint) . (Max)

Facility Manager

Annually by the Facility Manager and reviewed bg Pastor and Personnel
Committee.

None

May require prolonged sitting, standing, bendstggtching, walking, and lifting
up to 25 pounds occasionally. Requires hand-egedamation and manual
dexterity sufficient to operate a keyboard, tecAh@guipment and a variety of
hand and cleaning tools. Requires normal andisectable range of hearing and
vision.

Work includes indoor duties in a church environtreard contact with staff and
congregation. Work requires meeting deadlinesntaaiing cleaning guidelines,
and completing multiple tasks.

Along with other background checks, the churchremuire a pre-employment
drug test and physical examination. Also, if arpkayee is suspected or accused
of impairment due to drugs/alcohol/illegal subst&artbe employee must agree to a
drug test and exam upon demand. Otherwise, théogegwill be terminated

from employment.

Regular workweek is Monday through Friday withasional schedule for
weekend and special event coverage.

None

While keeping mindful of our church missi¢ALIVE! In The Power of God) the housekeeper is
responsible for cleaning (ex: sweep, dust, mophweascuum) of all church buildings on a regularidas
and in preparation of events, and as scheduled.

Minimum Qualifications

Individual must believe in Jesus Christ as Lord Sadgior and be a current member of a ProtestantoGhu
Training as a janitor/custodian/housekeeper onedemt experience is required. A combination ofegel
skills ,physical health and strength is requireddoy out the daily task of this position.
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Duties and Responsibilities
» Facility Operations

Conducts scheduled daily, weekly, monthly, and ahhausekeeping.

Sees that the church facilities are clean, saf habitable at all times.

Reports facility/equipment/grounds concerns toReility Manager.

Operates the heating and cooling equipment acaptdithe season and to the church

calendar/schedule.

Opens the facility daily and closes/secures/alantse end of the day and/or following church

events.

0 Prepares and cleans baptistery.

o Cleans up for funerals, receptions, weddings ahdrathurch events. (Extra remuneration
according to church policy from the wedding party.)

0 Assists with the supervisor with inventory tasks.

O o0oOo0o

(@]

» Performance Standards
o ldentifies/evaluates issues and makes accuratéraaly decisions.
Exhibits positive commitment to the job and strif@spersonal improvement.
Open to and seeks new ideas and creative solutions.
Communicates clearly and accurately to staff, pesrd lay leaders.
Adapts to new people, ideas, and procedures imagihg environment.
Provides effective leadership to develop workeradoomplish goals.
Effectively uses available resources to produdeiefft and realistic plans.
Effectively converses with employees and vendoes @hristian-like manner.
Builds and maintains effective working relationshgnd rapport with members and staff.

O O0OO0OO0OO0OO0O0Oo

This list is not intended to be all-inclusive.
The employee will also perform other reasonably relted business duties as assigned by supervisor
and/or designee.

11/12/2007
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