FIRSTCHURCH, INC.

LEADERSHIP POSITION DESCRIPTIONS

STAFF
SECTION SUBJECT MATTER PAGE
IV.B.
1. Ministers:
1 SENIOT MINISEEE oottt 1
2 EXECULIVE MINISTEN ...t 4
3 ASSOCIAtE MINISTEN ... 7
4 Minister of AdmiNIStration .........oocevvveiviciiiee e 9
5 MINIStEr OF AAUIES....ovveeeiiieeeee e 13
6 Minister of Children .........ooocvvvveeiieciiee e, 16
7 Minister of College........cooviiiiiiiii e 19
8 Minister of Discipleship and Outreach................c.......... 21
9 MinISter Of EAUCALION .....evvveeiiieeceeeeeeee e 23
10 Minister of Evangelism ... 25
11 Minister of InternationalS ...........oooevevvveeeiie e, 27
12 MiINISter Of Media .......cccvvveeiiieriiee e 29
13 Minister of Missions and Benevolence ...........cccccvvvveee.. 31
14 MINISEEr OF IMUSIC v.vvviieeviiee e 34
15 Minister of New Members and Special Events.............. 37
16 Minister of Preschool .........occovvvveiveiiiiei e, 39
17 Minister Of RECIEAION .....vvvvveeeeiieeeeeeeee e 41
18 Minister of Senior Adults and Bereavement.................. 44
19 Minister of Singles and Career...........ccooevevvriieneneenen, 48
20 Minister of Small Groups ........cccccveieevecie e, 52
21 Minister of Spiritual Gifts ...........ccoovviiiiiiicee 54
22 Minister of WOrShip ........ccoevveiieiieiiccee e, 57
23 MInNISter of YOULN .......evvveeeiieeeeeeeeeeeeee e 59
24 Chaplain........c.cooeiieiiccec e 62
2. Associates, Directors and Coordinator Staff:
1 ASSOCIALE OF IMUSIC ...ttt e e 66
2 Associate 0f RECreation .......ccvvvvvvvcvieee i, 68
3 Director Of BOOKSIOIE ......vvveieeieeieeieeieeieeeee e 71
4 Director of Business Affairs........cccvvveevivviieesiicienee e, 73
5 Director of Center for Pregnancy ........c.cccccevvvveiennennn, 79
6 Director Of ChOIIS......occvviie e 82
7 Director of Christian School/Headmaster ...................... 84
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8 Director of Computer SErviCes.........cocvvvverenereereneennnn, 87

9 Director of Counseling .........ccoevveveiieiiecie e 90
10 Director of DAYCAre ........ccccveveerieriieieiesee e, 92
11 Director Of Drama.........ccovvevereiienenesee e, 95
12 Director of FaCIlitieS..........ccvevviiiiieiie e 97
13 Director of Family Ministries........c.cccvvvvievieiiciieinens 100
14 Director of Food Services/Church Hostess .................... 102
15 Director of Junior High Students...........c.cccccooeviiiiennnns 105
16 Director of Lay MINiStry .......ccccoovveiininiiienecee 107
17 Director of Media .........cccoovviveiiiiiiee e 110
18 Director of Men’s MiniStries ........cocvvvvieiieiiesie e 114
19 Director of Orchestra.........ccoceveveiieneienere e 116
20 Director of Personnel.........ccccccvovviiiiiiiiiiee e 118
21 Director of Safety and Security .........ccccceeveeveiieiiennns 124
22 Director of Senior High Students...........c.cccoevviieiennene 127
23 Director of Stewardship and Planned Giving................. 129
24 Director of Weekday Kindergarten ..........cccccoovvienennne 132
25 Director of Women’s Ministries.........ccccovvvvvereneneennen, 135
26 Church Camp Coordinator ...........ccooveviienieneniee e 137
27 CONTOIIEN . 140
28 Grants and Fund Raising Coordinator...............ccccevuenne. 143
29 OFfice Manager........cccoveiieiieie e 146
30 Professional Counselor..........ccoceiiiiiiiiiiiicie e, 149
31 Purchasing Coordinator...........ccccoeveeveiiiesiie e 152

3. Secretaries and Other Office Support Staff:

1 Senior Minister's SeCretary........cccocvvvevevieniene e 155

2 Associate Minister's Secretary........ccccovevveviieiiesee s, 158

3 Administration Ministry Secretary .........c.ccocevvrvenennnn 160

4 Adult Ministry Secretary ........ccccooeevveiveiviesiie e 164

5 Children Ministry Secretary ..........ccoceoevvenienenesienenen 167

6 Christian School Ministry Secretary ..........ccccccvevveineenee. 171

7 Discipleship Ministry Secretary .........ccccooevvvvieneneennnn, 175

8 Education Ministry Secretary ..........cccevvevvveiieiiesinesnens 178

9 Evangelism Ministry Secretary .........cccocoveveneneenennenn 180
10 Facilities Ministry Secretary..........cccocevvevieivesiesiiesnens 182
11 Missions MIniStry SECretary ........ccooceveverierenesieenienienn 184
12 Music Ministry SECretary .........cccoeeevevveeiieesieeseesee s 187
13 New Members and Special Events Ministry Secretary.. 191
14 Outreach Ministry Secretary.........cccccevevevveieecneveeseenne. 193
15 Senior Adults Ministry Secretary .........ccoccooevevieicienne. 196
16 Spiritual Gifts Ministry Secretary ..........cccccevevvevvennnenne. 202
17 Staff Evangelist Secretary ........ccooovvveiiiinicnc v, 204
18 Youth Ministry Secretary ........ccccoevvveveeviveveece e 207
19 Assistant Bookstore Manager..........ccccovevviienenieniennnn 210
20 Attendance Assistant for Children’s Ministries ............. 212
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21 Computer Services ASSIStaNt.........coccevveriververeeneesieenne 214

22 Data ENtry OPerator .........ccccveivvveeiiieesiiee e siee e 216
23 GraphiC ArLISt ..o 218
24 Membership ASSIStaNt ..........ccceveeieiieciece e 220
25 OFfiCe ASSISTANT ..o 222
26 Press OPerator........oceeiiieeeiieee e 224
27 Production ClerK.........ccoooveiiiiiiiiiec e 226
28 Receiving Clerk ..o 228
29 RECEPLIONIST ..., 230
30 Recreation INtern ... vvviene v 233
31 YOULh INTEIMN...cviiiii i 235
4. Finance Office Support Staff:
1 ACCOUNEING SUPEIVISON ...c.vveveeieecieecie et ie e 237
2 BOOKKEEPET ... 242
3 Cash Receipts Clerk........cocovvevveieeieeieeceece e 244
4 Accounts Receivable School Clerk..........ccccovvvviinnnne 246
5 Accounts Payable Clerk .........ccccooeivevieiieiie e, 248
6 Payroll Clerk.........cooiiiiiie e 250
7 Insurance Claims Clerk .........cccoovvvvveniiiieieiecee e 252
5. Music/Audio/Visual/Media Support Staff:
1 Broadcast Technician ..........cccevvvveiieiieiie e 254
2 Media Specialist ..........ccccoveiiiii i 256
3 OFQANISE ... s 258
4 PIANIST ... 260
5 MUSIC ASSISTANT.......eoiiiiecie e 262
6 Video TeChNICIAN.......ccieirieiee e 264
7 Sound TechNICIaN .......ccovveiieiieieeee e 266
8 Tape MiNiStry SUPErVISOr........ccccocevveeiiveiieeiieieesee s 268
9 Photographer..........cocoiiiiiiie e 272
6. Facilities Support Staff:
1 Buildings SUPEIVISOr ........ccceeiuiiiiieee e 274
2 Grounds SUPEIVISO .......ccveriirieieieeseeie st 276
3 Maintenance SUPEIVISOI .......ccccvveiveevesiesiesieseesee s 278
4 Security/Fleet SUPEIVISON .........covvireerieiiee e 281
5 CaIPENTET ..ot 283
6 Custodian and Maid...........ccccoveveriiiiiinnienienie e 285
7 EIECIIICIAN ..ot 287
8 SECUTLY GUANT.....ccueeiieiiriieie s 289
9 Setup Staff ... 292
7. Food Service Support Staff:
1 Executive Chef ... 294
2 Kitchen Manager ..........cccoovvveeiieiie e 296
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3 Banquet and Special Events Assistant.............cc.cceeveeee. 298
4 SEEWAIT ... 300
5 CO0K....eieie et 302
8. Childcare Support Staff:
1 Extended Care Coordinator...........cccoceevieiieeeieesiiesieanns 304
2 Mom's Day Out Coordinator .............cceeerveierenienieninn 306
3 Nursery Coordinator..........ccccveveevieeiie e sie e 308
4 Childcare WOIKEN .......c.cooviieiieie e 310
9. Christian School Support Staff:
1 PrINCIPAL.......ooiieece e 313
2 TEACNEN .. 316
3 AdMISSIONS SECTELArY .....cccveiveiieeie e 318
4 NUISE .ttt 322
5 [T o] LA - o IS 324
6 Athletic COaCh ........ocviiiie 326
7 Yearbook Coordinator.........cccceevveveeieeieese e 328
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