
RETREAT CENTER DIRECTOR

Title: RETREAT CENTER DIRECTOR (referred to hereafter as RCD)

Classification: Full-time Ministerial Staff

Recruited by:  Personnel Committee with the approval of AMS

Employed by: Executive Committee

Accountable to:  AMS

Qualifications: 

1. The RCD must be a person who demonstrates deep Christian commitment and
be a member of a Marshall Baptist Church or become a member within 6 months
from the start of employment.

2. He must possess sufficient formal training to qualify him to perform the duties of
the office - preferably college and/or seminary degree, or their equivalent and a
minimum of 5 years experience in supervision, management, and administration.

3. Must possess Spiritual maturity and emotional maturity with a well-balanced
personality and team spirit.

4. Must possess supervisory, management and administrative abilities

5. Should possess a basic knowledge of plumbing, mechanics, electricity, carpentry,
etc. 

6. Should possess a basic knowledge of computers (especially as related to
business).

7. Should possess an ability to quickly establish friendly rapport with individuals and
with groups. 

8. Although other staff can be hired, he should have a willingness and the ability to
perform all work himself, as it may be called upon (office administration, house



cleaning, lawn care/landscaping, pool care/lifeguarding, general maintenance,
equipment repairs, preventative maintenance, etc.).

Principal Function: 

Provide overall direction of the Retreat Center operation including but not limited
to promotions, finances, scheduling, staffing, facilities, grounds and equipment. 

Responsibilities: 

1. Establish and maintain good Christian relationships with Marshall Association
member churches, church leaders, community leaders, guests and others so that
the overall ministry and mission of the Retreat Center is reflected.

2. Establish and implement a plan to promote the Retreat Center to Marshall Baptist
member churches, members of those churches, and to churches and ministries
outside of our association. This includes accepting speaking invitations and
fund-raising when necessary.

3. Maintain an accurate and fair procedure to assure that all guests of the Retreat
Center are registered, all applicable fees are paid and records relating to both
are maintained in an up-to-date manner.

4. Maintain a reservation schedule of all facilities that will allow for the maximum
usage of the Retreat Center while remaining sensitive to the ministry
opportunities of the Retreat Center.

5. Develop, implement and oversee a staff organization (primary, part-time, and
volunteers) that efficiently carries out the ministry and mission of the Retreat
Center while providing for the health, safety, and general needs of all Retreat
Center guests. This includes but is not limited to recruiting and training staff as
well as maintaining safety of recreational stations, waterfront, and pool activities.

6. Lead, assist, or lend advice to any event, camp, or retreat held at the Retreat
Center as needed.

7. Develop, implement, and oversee an overall plan for the upkeep, maintenance
and security of all Retreat Center facilities. This includes but is not limited to…

● Perform or supervise small repairs on electrical, heating/cooling,
plumbing, grounds equipment, and general maintenance when needed.

● Perform or supervise regular surveillance of all Retreat Center facilities
and property.

● Perform or supervise the cleaning of all facilities and property, lawncare
and landscaping, trash removal, and ensuring the gate is locked and
unlocked at established times.



● Perform or supervise setting up for, maintaining equipment, as well as
responding to special requests as able for Church-On-The-Lake Services
on Sundays from Memorial Day Weekend through Labor Day Weekend
from 10 am until ll am. Work directly with board members for these
services to make sure those who speak accept our doctrinal statements
and policies.

Note: This includes but is not limited to cleaning gym floor, ensuring all
furniture and equipment are clean and in good working order, setting up
100 to 200 chairs-podium-sound system-musical instruments, setting out
hymnals-bibles, ensuring fans are in place and on, ensuring restrooms
and facilities are functioning and clean. When overnight guests are
present, this must be done after 10:30 pm on Saturday night or before 9
am on Sunday morning.

● Perform or supervise the use of the Challenge Course and maintenance of
equipment and ensure the annual inspection by a certified provider.

● Perform or supervise the use and maintenance of our 54,000 gallon 30’ by
60’ swimming pool, restrooms, showers, and deck area according to the
State of Alabama Health Department regulations.

Note: This includes but is not limited to maintaining pool chemistry,
treating algae, scheduling and teaching lifeguards the proper procedure
for checking pool chemistry, vacuuming, emptying skimmers, etc. RCD
must follow proper procedures when the pool is contaminated or there is
inclement weather in the area. RCD must also ensure that all rules and
regulations for pool use are enforced.

8. Develop, implement, and oversee a plan to ensure that the RCD or appointed
staff member is on-site whenever Retreat Center guests are present to ensure
safety, security, and needs of guests are met.

Note: This includes but is not limited to being available from 7 am until
10:30 pm seven days a week during in-season (April through August),
being available Wednesday through Saturday and Sunday by reservation
during off-season (September through March) a minimum of 32 hours a
week, and by being willing to work 2,300 to 2,500 hours annually.

9. Develop, implement, and oversee an overall strategy that provides risk
management as well as health and safety standards that meet or exceed the
requirements of the Retreat Center’s insurance provider and the State Board of
Health.

10.Develop, implement, and oversee accurate records regarding the Retreat Center
budget and finances. This includes but is not limited to overseeing accounts
receivable/payable, working with the Marshall Baptist Associational Secretary for
payroll, and maintaining an accurate Retreat Center checking account.



11. Brief the AMS and the Retreat Center Committee Chairperson on expenses and
receipts in written form as well advising of checking account balances. This
includes but is not limited to getting approval on expenditures greater than $500
other than utilities, supplies, fuel, and staffing not already approved.

12.Work with the Retreat Center Committee in setting standards, goals, policies, and
fees that reflect the overall ministry and mission of the Retreat Center. This
includes but is not limited to meeting on a regular basis, preferably in advance of
each Marshall Baptist Association quarterly Executive Committee meeting, to
plan, make decisions and monitor progress.

13.Attend all Marshall Baptist Associational meetings and functions that are
pertinent to the Retreat Center and make all appropriate reports as required. This
includes but is not limited to attending the quarterly Marshall Baptist Executive
Committee meeting and the Marshall Baptist Annual Meeting, providing written
reports of reservations, account balances, ministry accomplished, work done,
etc., and to be prepared to give vocal reports when called upon.

14.Assist the AMS in articulating and carrying out the overall ministry and mission of
the Marshall Baptist Association and perform duties as assigned by the ASM.

15.Must live in the “on-site” housing provided by the Association.

Disclosure: The RCD job is very time consuming. Scheduling a vacation is difficult from
April through August. Individual guests, church groups, and other organizations
reservations and needs must be a priority. This can be difficult for a RCD that has
children at home. The RCD must be able to perform manual labor as the job is
physically demanding as well.


