
ASSOCIATE PASTOR: ADMINISTRATION & DISCIPLESHIP

ROLE: The Associate Pastor serves as a pastor to the congregation, providing leadership for
administration & discipleship.

MINISTRY RESPONSIBILITIES:
1. Maintain healthy devotional habits that are an example to others.
2. Oversee the Sunday School Director and all adult Bible Study teachers and classes, providing

training, mentoring, planning, and vision.
3. Research, recommend, write (when necessary), and approve curriculum for all discipleship

opportunities, including weekly and seasonal Bible Studies.
4. Lead the assimilation of guests, attendees, and members into Bible Study groups.
5. Schedule and oversee the G3 Class (membership class).
6. Coordinate with and oversee discipleship for kids and student ministries.
7. Assist the Lead Pastor when applicable in the areas of teaching, preaching, and pastoral care.
8. Build and maintain relationships with the congregation; ministering to congregants.

ADMINISTRATIVE RESPONSIBILITIES:
1. Work closely with office staff to ensure excellent day-to-day operations.
2. Set and implement a vision for quality church operations and communications.
3. Be the primary contact for all things related to administration and properties.
4. Submit annual budget requests and administer the approved budget according to policy.
5. Serve as staff liaison to the Stewardship Committee, and Properties and Safety Ministry Teams.
6. Serve as an ex officio member of the Church Council.

STAFF RELATIONS:
1. The Lead Pastor is the direct supervisor. Meet consistently to collaborate and communicate

about administration, discipleship, and pastoral ministries.
2. Staff meetings will be held weekly. Attendance is required.
3. A “team” spirit and cooperative effort is necessary and will be cultivated.
4. Accountability is expected and required of all staff in the areas of spiritual development,

ministry development, personal conduct (including social media interaction), working
relationships, and work performance.

ACCOUNTABILITY: The Lead Pastor is the direct supervisor. The Associate Pastor is also
accountable to the Personnel Committee and the congregation.
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