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Executive Pastor Job Description 

Highland Park Baptist Church 

 

 

Ministry Purpose: Operating as an extension of the Senior Pastor, the Executive Pastor is called to 

promote the vision and mission of the church, to engage the congregation in fulfilling the purpose of the 

church, to provide administrative and operational leadership in all areas of the life and function of the 

church, to participate in the strategic planning and execution for the development of the church, and to 

oversee the ministerial efforts, activities, and outreaches of the church. 

 

Serving Relationships: The Executive Pastor serves under the guidance of the Holy Spirit and the 

Church Body.  He is directly supervised by the Senior Pastor and receives general counsel from the Elders 

and Deacons who serve the congregation. 

 

Primary Functions: 
 

* With the Senior Pastor, shepherd the congregation and community, successfully establishing and 

enriching relationships, encouraging each member of the Body to apply the gifts and talents given by 

God to each for the fulfillment of the mission of the church, and addressing and resolving areas of 

conflict or concern. 
 

* Lead the processes of goal setting and the implementation of plans within the various ministry areas of 

the church, optimizing the use of budgeted funds and other resources and monitoring the quality of 

programs for the achievement of objectives, prompting changes and improvements where appropriate. 

Ensure coordination and communication across all ministries in order to ensure that ministry areas are 

cohesive and complementary to each other. Oversee processes required by the Policies and Procedures 

of the church as it relates to ministry efforts, e.g. annual committee elections, budget reporting. 
 

* Supervise all areas of technology, including operational networking and computer systems, virtual 

broadcasts, website development and maintenance, social media, and others technologies that enable 

the church to promote its activities, minister to people virtually, and incorporate systems that allow for 

efficient processes and effective communication with members, attendees, and the general public. 
 

* In conjunction with appropriate ministry leaders, spearhead discipleship and fellowship initiatives of 

the church such as small group studies, training conferences, retreats, etc. 
 

* Support outreach and mission efforts, those focused locally as well as nationally and internationally. 

 

* Support youth ministry, working in conjunction with ministry leaders to promote discipleship and the 

spiritual growth of students. 
 

* Assist the Senior Pastor and music ministry leadership in the design, planning, and conducting of the 

worship service, in areas such as music style and service components, in order to advance the Gospel 

and disciple the Body. 
 

* Support the Senior Pastor in conducting counseling sessions, performing wedding and funeral services, 

and addressing areas of church discipline, as needed and assigned. 
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General Qualifications: 

 

With the priority of the Biblical mandates for a leader in the church as outlined in Titus 1:5-9, the 

Executive Pastor must dedicate himself to a vital and wholesome personal relationship with Jesus Christ 

through daily Bible study and prayer; to living a holy life by the power of the Holy Spirit; to managing 

his own household with commitment and love; and to discipling the congregation. He must recognize the 

importance of engaging all members of the congregation for the work of the church, building and 

sustaining positive and supportive relationships.  He must demonstrate diligence and discipline with his 

time, keeping a healthy and effective balance between ministry and home.  He must commit to elevate his 

ministerial skills, personal character, Biblical knowledge, job skills, and Spiritual understanding and 

discernment, resisting any temptation toward complacency. 

 

Specific Skill Set: 

 

While this list is not all inclusive or exhaustive, the ideal candidate will likely possess the following 

skills: 

 

• Proven ministerial experience that demonstrates the ability to lead, to fulfill the command of God 

to reach the unreached, comfort the afflicted, encourage the troubled, and edify the saints; to 

handle the administrative details of ministry efforts; and to communicate both the objectives and 

the progress of each initiative. 

 

• Administrative skills that include use of technology, the ability to interpret financials and other 

internal documents, and market the purposes and pursuit of the church to those outside the 

congregation. 

 

• Interpersonal skills that enable the person to successfully involve all members of the congregation 

– from the self-motivated and eager to those who are more hesitant or disengaged. 

 

• Seminary degree or other training and development which provides clear evidence of solid 

theological understanding of both basic and complex Biblical concepts and Reformed church 

doctrine. 


