Church Council and Committee Job Descriptions
CHURCH COUNCIL

Membership

The membership of the church council shall consist of the following: the pastor and all professional staff, chairman of deacons, all church directors and committee chairpersons. The pastor shall preside at all meetings of the council.
Function

The council shall have the general responsibility to recommend to the church objectives and goals; to review and coordinate program plans recommended by the church officers, organizations and committees; to recommend to the church the use of leadership, calendaring of activities and events and other resources according to program priorities and to evaluate program achievements in terms of church goals and objectives.
Church Approval

All matters agreed upon by the council calling for action not already provided for by action of the church shall be referred to the church for approval or disapproval. 
CHURCH COMMITTEES

The church shall have the following standing committees with the responsibilities hereinafter set forth: (The pastor or his appointed staff shall be an ex-officio member of all committees.) Committee job descriptions are in the Appendix.

Baptismal Committee

Purpose: 

To ensure the provision of appropriate, well-maintained facilities, equipment, and materials necessary for baptism; to assist the candidates in preparing for their baptism; and to assist the pastor in administering the ordinance.

Job Description:

See that all necessary baptismal equipment and facilities are available and in order prior to each baptismal service.

Meet with the pastor and candidate(s) for a time of instructions and prayer before the baptism.

Meet with the person(s) to be baptized at the appointed time, and show them to their dressing rooms. Answer questions that may arise and see that each candidate has a robe and towel.

Assist each person into and out of the pool and to the dressing room.

Appoint one member of the committee to assist the pastor before and after the baptismal service to assure a minimum of time for dressing.

Arrange for baptismal garments, towels, and other supplies to be prepared for the next service.

Cooperate with the pastor in evaluating the baptismal service, and suggest ways the service could be improved.

Prepare budget recommendations, in consultation with the appropriate staff, and submit to the Finance Committee.

Be faithful in attendance and involvement in all ministries and aspects of church life (i.e. Sunday School, Worship, other ministries, etc.).
Finance Committee

Purpose: 

To lead the church to accomplish its mission by developing in members an understanding of a commitment to biblical stewardship through a planned, year-round program. The committee will use all functions of the church to help members and the corporate church grow in stewardship and mission support.

Job Description:

Prepare yearly budget for the church’s approval at the June business meeting.

Meet quarterly (minimum) to determine expenditures and income of budget.

Plan, promote, and implement a stewardship awareness event for the whole church in the Spring of each year.

Be faithful in attendance and involvement in all ministries and aspects of church life (i.e. Sunday School, Worship, other ministries, etc.)
Hospitality Committee

Purpose: 

To provide hospitality services (meals) as needed.

Job Description:

Assist with special events throughout the year.

Assist with all funeral dinners.

Assist with Fellowship Suppers.

Assist with 5th Sunday Fellowships.

Prepare budget recommendations, in consultation with the appropriate staff, and submit to the Finance Committee.

Be faithful in attendance and involvement in all ministries and aspects of church life (i.e. Sunday School, Worship, other ministries, etc.).

Insurance Committee

Purpose: 

Maintain proper insurance for facilities, vehicles, equipment, and personnel.

Job Description:

Evaluate insurance needs and cost at annual renewal.

Communicate with the church annual renewal costs, changes, and recommendations.

Prepare budget recommendations, in consultation with the appropriate staff, and submit to the Finance Committee.

Be faithful in attendance and involvement in all ministries and aspects of church life (i.e. Sunday School, Worship, other ministries, etc.).

Missions Committee

Purpose: 

Directing the church to become mission-minded.

Job Description:

Getting the church involved personally in missions.

Lead out in securing funds for mission offerings and event.

Setting percentages and goals for the Global Mission Offering.

Plan and promote an Annual Church-Wide Missions Banquet.

Assist the Pastor in planning, promoting, and executing evangelistic events.

Assist the church in the management and distribution of the benevolence ministry resources.

Evaluate the allocation of scholarship funds, making adjustments and recommendations to the church when appropriate.

Prepare budget recommendations, in consultation with the appropriate staff, and submit to the Finance Committee. Be faithful in attendance and involvement in all ministries and aspects of church life (i.e. Sunday School, Worship, other ministries, etc.).

Committee members would include:

2 deacons

2 men

2 women

2 students

Nominating Committee

Purpose: 

To lead in staffing all church-related positions filled by volunteers, including vacancies that occur during the year.

Job Description:

Select, interview, and enlist church program leaders and general church officers.

Approve volunteer workers before they are invited to serve in church-elected leadership positions.

Assign leaders to positions of service according to church needs.

Assist church leaders to discover and enlist qualified persons to fill church-related positions of leadership in their respective organizations.

Present volunteer workers to the church for election by the August business meeting.

Nominate special committees as assigned by the church.

Present church directors and organization leaders to the church for election by July.

Prepare budget recommendations, in consultation with the appropriate staff, and submit to the Finance Committee.

Be faithful in attendance and involvement in all ministries and aspects of church life (i.e. Sunday School, Worship, other ministries, etc.).

Personnel Committee

Purpose: 

To assist the church in matters related to employed personnel administration.

Job Description:

Survey the needs for additional church staff positions.

Prepare and update as necessary position descriptions for all employed personnel.

Prepare and maintain an organization manual relating to the church’s employed personnel.

Recruit, interview, and recommend prospective employees to the church. Clerical and maintenance personnel are recruited, interviewed, and recommended to the personnel committee for employment by the appropriate supervisor.

Develop and recommend salaries and benefits for employed personnel.

Develop and recommend to the church policies and procedures for employed personnel administration.

Prepare budget recommendations, in consultation with the appropriate staff, and submit to the Finance Committee.

Be faithful in attendance and involvement in all ministries and aspects of church life (i.e. Sunday School, Worship, other ministries, etc.).

Recreation Committee

Purpose: 

Providing a Christ centered fellowship through recreation … softball, YMCA, bowling, etc … that will be an inward ministry to our church family as well as an outward ministry to the community.

Job Description:

To be available to any committee or ministry that may need assistance with recreation ideas, activities, or leadership

To plan, promote, and implement a minimum of one family night (i.e. Family Night at the YMCA).

To periodically survey the recreation needs of First Baptist Church members.

Prepare budget recommendations, in consultation with the appropriate staff, and submit to the Finance Committee.

Be faithful in attendance and involvement in all ministries and aspects of church life (i.e. Sunday School, Worship, other ministries, etc.).

Special Events Committee

Purpose: 

To provide decorations for the church facility throughout the year.

Job Description:

Decorate the church facility for special events and activities.

To provide flower arrangements for the worship center.

Assist in the decorating for the Senior Adult Banquet, Hanging of the Green, Fall Round-Up, etc.

To arrange for a special gift for the ministerial staff on birthdays and church anniversaries.

Prepare budget recommendations, in consultation with the appropriate staff, and submit to the Finance Committee.

Be faithful in attendance and involvement in all ministries and aspects of church life (i.e. Sunday School, Worship, other ministries, etc.).

Transportation Committee

Purpose: 

Provide for the transportation needs of the church.

Job Description:

Provide for upkeep and maintenance of church vehicles.

Provide transportation to community individuals to church functions.

Research and recommend vehicle purchases as needed.

Prepare budget recommendations, in consultation with the appropriate staff, and submit to the Finance Committee.

Be faithful in attendance and involvement in all ministries and aspects of church life (i.e. Sunday School, Worship, other ministries, etc.).

Trustees 
Purpose: 

Assists the church in all matters related to the administration of all church properties.

Job Description:

Inspect and inventory all church properties periodically.

Consult with program leaders concerning space allocation. Recommend changes in the use of space.

Make suggestions concerning employment, training and supervision of maintenance personnel.

Develop and recommend policies and procedures related to church property and space.

Consider the arrangement, equipping, and supervision of parking space.

Prepare budget recommendations, in consultation with the appropriate staff, and submit to the Finance Committee.

Be faithful in attendance and involvement in all ministries and aspects of church life (i.e. Sunday School, Worship, other ministries, etc.).
Church Councils

Children’s Ministry Council 

Purpose: 

Directing the church to become mission minded
Job Description:

Plan and implement a minimum of three children’s outreach activities, such as:

Children’s Camp

Intro to Camping

Fall Festival/Halloween Alternative

Hayride

Assist the VBS Director when possible and as needed. 

Prepare budget recommendations, in consultation with the appropriate staff, and submit to the Finance Committee.

Be faithful in attendance and involvement in all ministries and aspects of church life (i.e. Sunday School, Worship, other ministries, etc.).
Heart’s of Grace Council

Purpose: 

To minister to women through fellowship, Bible study, outreach, and spiritual growth.

Job Description:

Support and enhance existing ministries of the church.

Work with the Missions Committee to coordinate missions offerings.

Provide quarterly meetings.

Plan, promote and implement two annual Bible studies.

Plan, promote, and implement one annual retreat.

Prepare budget recommendations, in consultation with the appropriate staff, and submit to the Finance Committee.

Be faithful in attendance and involvement in all ministries and aspects of church life (i.e. Sunday School, Worship, other ministries, etc.).
Kingdom Kids Council

Purpose:
 To teach Biblical truths to even the youngest child and provide a safe and healthy environment for children aged from birth through 3 yrs.
Job Description:
Providing care for children of families who are in regularly scheduled meetings as well as other church-wide events.

Assure that children are safe and content.
Insuring the continued good health of the children.

Providing a sanitary environment.

Teaching Biblical truths.

Detailed Job Description can be found in the Kingdom Kids policy and procedure manual.
Library Council

Purpose: 

To make available books and resources to church members.

Job Description:

Maintain, upkeep, and catalog library resources.

Evaluate and update ministry organizational resources.

Promote opportunities for spiritual enrichment through Christian books and resources.

Coordinate the Summer Reading Club for children.

Prepare budget recommendations, in consultation with the appropriate staff, and submit to the Finance Committee.

Be faithful in attendance and involvement in all ministries and aspects of church life (i.e. Sunday School, Worship, other ministries, etc.).

Men’s Ministry Council

Purpose: 

Building relationships among men.

Reaching men in Lamar and Barton County for the Lord.

Serving the Body of Christ through ministry, evangelism, and fellowship.

Job Description:

Provide Bible study opportunities throughout the year.

Offer fellowship opportunities (i.e. Promise Keepers, Retreats, Fish Fry, etc.)

Organize and plan breakfast and worship service for Baptist Men’s Day, in coordination with the ministerial staff.

Organize and plan quarterly men’s breakfast.

Research local mission opportunities for the men of the church. After consultation with appropriate staff, organize mission experiences when possible.

Prepare budget recommendations, in consultation with the appropriate staff, and submit to the Finance Committee.

Be faithful in attendance and involvement in all ministries and aspects of church life (i.e. Sunday School, Worship, other ministries, etc.).
Music Ministry Council 

Purpose:
Support the Minister of Music and the music program.

Contact for congregation to voice opinions and wishes.
Aid in providing audio/visual resources to the church.
Help assist in special equipment purchases.

Assist as requested with music presentations.

Sounding board for the Minister of Music.

Job Description:

Upkeep and maintenance of audio/visual equipment.

Organization and inventory of audio/visual equipment.

Provide training opportunities for a/v technicians and potential technicians.

Staff the sound system for every service.

Schedule rotation of worship a/v technicians.

Recommend and purchase new equipment following approval.

Prepare budget recommendations, in consultation with the appropriate staff, and submit to the Finance Committee.

Be faithful in attendance and involvement in all ministries and aspects of church life (i.e. Sunday School, Worship, other ministries, etc.).

Sunday School Director

Purpose: 

Provide direction to the Sunday School Ministry of the church.

Job Description:

Enlist Sunday School teachers with the aid of the Assistant Sunday School Director and Ministerial Staff.

Responsible for contacting absentee teachers.

Provide training opportunities for current and prospective teachers. (i.e. Local, Associational, State)

Inform and educate Sunday School leaders of material options.

Order Sunday School materials quarterly.

Lead in promoting Sunday School involvement throughout whole church. (i.e. High Attendance Day, Bring a Friend Day, Pack a Pew Day, etc.)

Maintain regular communication with the appropriate staff.

Prepare budget recommendations, in consultation with the appropriate staff, and submit to the Finance Committee.

Be faithful in attendance and involvement in all ministries and aspects of church life (i.e. Sunday School, Worship, other ministries, etc.).

Xtreme Youth Ministry Council

Purpose: 

To assist and support the Student Minister in planning, promoting, and implementing activities and events for students in grades 7-12.

Job Description:

Participate and assist in leadership training.

Help plan and coordinate the Student Ministry calendar.

Help secure sponsors for student activities.

Facilitate programs in the absence of the Student minister.

Prepare budget recommendations, in consultation with the appropriate staff, and submit to the Finance Committee.

Be faithful in attendance and involvement in all ministries and aspects of church life (i.e. Sunday School, Worship, other ministries, etc.).
Senior Adult Council

Purpose: 

Planning Senior Adult programs and activities.

Job Description:

Plan, promote, and implement annual Senior Adult Banquet.

Plan, promote, and implement annual Fair Ministry.

Plan, promote, and implement annual Prayer Warrior Ministry.

Plan, promote, and implement monthly YAH programs.

Prepare budget recommendations, in consultation with the appropriate staff, and submit to the Finance Committee.

Be faithful in attendance and involvement in all ministries and aspects of church life (i.e. Sunday School, Worship, other ministries, etc.).
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