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The Personnel Committee is responsible for recommending policies and advising church leadership regarding 
personnel administration for church employees of First Baptist Church of Hazel Green, Alabama. 

 

ORGANIZATION 
The committee will consist of five members.  It will select its own chairperson.  The makeup of the committee 
will be as follows: 
 

1. An active Deacon 
2. A member of the Finance Committee 
3. Three members at large 
 

The three committee members at large will serve on a three-year rotation system with at least one new member 
elected each year. The active deacon and finance committee representatives may rotate annually as elected by 
those governed church bodies. 
 

MEETINGS 
The committee will meet within two weeks of taking office to organize and select a chairperson.  Additional 
meetings will be called by the chairperson as necessary. 
 

RESPONSIBILITES 
1. Study and recommend the need for additional church staff positions. 

2. Prepare and update job descriptions of staff members (see appendix A). 

3. Recruit, interview and recommend new church employees (other than the Pastor). 

4. Develop and recommend salary structure for church staff and safeguard confidential individual salary 
information. 

5. Develop and recommend personnel policies and procedures.  

6. The outgoing committee will meet with the incoming committee during the last two weeks of May. The 
purpose of this meeting will be to give committee members an opportunity to share knowledge with the new 
committee members. During this meeting, the outgoing committee chairperson will schedule the first meeting 
of the incoming committee to be held during the first two weeks of June.  

7. The outgoing committee chairperson will open the first meeting and preside only until the new committee 
selects a Chairperson. 
 

8. Communicate and work with church elected Pastor Search Committee on Pastor’s and/or Interim Pastor’s 
compensation as required and provide guidance on safeguarding confidential salary information (see Wage 
Policy/Individual Salary Information Disclosure below).  

9. Serve as the Interim Pastor Search Committee as directed by the Church Council.  
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10. Conduct background investigations on potential new staff members. 

 

Introduction 
This policy manual summarizes certain FBCHG benefits and policies. They are not intended to confer 
contractual rights of any kind upon any employee, or to create contractual obligations of any kind for FBCHG.   
FBCHG may elect to maintain these benefits and policies indefinitely. However, as FBCHG believes necessary 
or appropriate, its policies, procedures, practices or benefits may be supplemented, revised or discontinued at 
any time, at FBCHG’s sole discretion, with or without notice.  

 

It is the responsibility of each FBCHG employee to read, understand, and comply with all provisions of this 
policy manual.  Acceptance of employment with FBCHG is not a contract of employment for a specified term, 
and one may resign employment with FBCHG at any time for any reason, and an employee’s employment may 
be terminated at the will of FBCHG at any time for any reason.  
 

The terms and conditions of FBCHG policies will be administered by the pastor, who has overall responsibility 
for supervising the staff.  He will work with the Personnel Committee as necessary to review policies and 
procedures and update them as required for the best interest of the church. 

 

The Pastor will be charged with supervising, mentoring, counseling and discharging the duties and 
responsibilities of the staff. This will include developing goals and objectives related to the job descriptions of 
each staff member. The Pastor will monitor and document staff performance annually to ensure that their goals 
and objectives related to the church ministry areas are biblically sound, well organized and executed, focused on 
spiritual growth, and in alignment with the church’s mission statement. The Pastor will take corrective action 
when required to enable the ministry in equipping the saints and reaching the community for Christ. 

 

General Provisions of the Personnel Committee 
The Personnel Committee is responsible to the church for the maintenance of these policies consistent with the 
guidelines of FBCHG’s Constitution and By-laws and any other rules prescribed by the church. 

 

1. The Personnel policies shall be made available to each employee upon hire and at any subsequent time they 
shall request. 
 

2. The Personnel Committee shall seek out and recommend staff members (other than Pastor) to the church 
when the need arises. 
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3. Employees whose compensation is based upon an hourly wage shall be employed by and/or dismissed by 
action of the Personnel Committee in consultation with the Pastor. 
 

4.  A Pastor Search Committee shall be appointed by the church to seek out a suitable pastor when a vacancy 
occurs. 

 

I. EMPLOYEE CATEGORIES 
     A. Ministerial Staff - paid ministerial positions, i.e. the Pastor, Minister of Music and Education, Minister of 
Students, Minister of Evangelism, Minister of Preschool/Children, and others as needed for the ministry of First 
Baptist Church.  

     B.  Office Staff:  paid staff members who support the administrative functions of the church, i.e. clerical, or 
administrative assistants.  

     C. Support Staff - paid staff members who maintain the facilities, clean the grounds and prepare the facilities 
for any church function, i.e. custodial or facilities employees. 

             

II. EMPLOYMENT CLASSIFICATIONS 
It is the intent of FBCHG to clarify the definitions of employment classifications so that employees understand 
their employment and benefit eligibility. These classifications do not guarantee employment for any specified 
period of time.   

Each employee is designated as either non-exempt or exempt from the Federal and State Wage and Hour Law. 
Non-exempt employees are entitled to overtime pay under the specific provisions of the Federal and State Laws.  
Exempt employees are excluded from this specific provision. 

A. Ministerial Staff 
      Full-time/Part-time Ministerial Employees 

These employees are considered exempt employees. Full-time ministerial staff employees are eligible for the 
church benefit package. 

 

B. Office & Support Staff 
1. Regular Full-Time Employees – Office or support staff members who work an indefinite period of 

employment with a regular work schedule of at least 40 hours per week.  These employees are 
considered non-exempt employees and are eligible for limited church benefits package. 
 

2. Regular Part-Time Employees – Office or support staff members who work an indefinite period of 
employment with a regular work schedule of fewer than 40 hours per week. These employees are 
considered non-exempt employees and are eligible for limited church benefits package to be determined 
at the time of employment. 
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3. Temporary Employees & Contractors - Office, or support employees who are hired as an interim 
replacement to supplement the work force or to assist in the completion of a specific project. These 
employees are assigned for a limited duration; therefore they are not eligible for the church benefit 
package. The church reserves the right to end any temporary position at any time. 

III. WORK PRACTICES 

A. Work Hours  
Each employee’s work schedule will be determined in accordance with needs expressed in the job 
descriptions.  Therefore, hours of work may vary from job to job.  

            1. Ministerial Staff 

The normal work schedule for the pastor and ministerial employees cannot be expected to conform to a 
particular fixed time frame. The pastor and ministerial employees work is often outside the church office. In 
spite of these time demands, each shall establish a regular schedule that includes time they are generally in the 
office.  When away from the office during regular work hours, the ministerial staff shall keep in touch with the 
church office. 

The normal work schedule for the ministerial staff is a full day on Sunday plus four days a week. Days off will 
be Saturday and one weekday. There will be times when planned church activities or special needs of the 
church family fall on these days and alterations to the off days will need to be coordinated with the Pastor. 

            2. Office & Support Staff 

Normal church office hours are from 8:00 am until 4:30 pm Monday through Friday. Reasonable effort will be 
made to keep the office staffed during normal church office hours. The full-time office employee’s normal work 

schedule will be eight hours a day Monday through Friday. The part-time office employee’s work schedule will 
be determined according to the needs of each position.  Because each position is vital and the staff is a team, it 
is important for each person to make a conscientious effort to be on time and to maintain regular attendance.  
Absences due to illness or emergency should be reported prior to work hours or as soon as possible thereafter. 

 

B. Timekeeping 
 Accurately recording time worked is the responsibility of every non-exempt hourly employee (office staff and 
support staff). Federal and State laws require FBCHG to keep an accurate record of time worked in order to 
calculate employee pay and benefits. Time worked is all the time actually spent on the job performing assigned 
duties. Non-exempt employees should accurately record the time they begin and end their work, as well as, the 
beginning and ending time of each meal period. They should also record the beginning and ending time of any 
departure from work for personal reasons.  
 

Overtime must always be approved before it is performed. The employee should also record any time off for 
vacation or sick leave on each time card and this time is also to be kept on a yearly calendar. Altering, 
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falsifying, or tampering with time records may result in disciplinary action, up to and including termination of 
employment. 
 

It is the employee’s responsibility to sign his/her time record to certify the accuracy of all time recorded.  The 
supervisor will review and then initial the time record before submitting it for payroll processing.  If corrections 
or modifications are made to the time record, both the employee and the supervisor must verify the accuracy of 
the changes by initialing the time record. 
 

C. Wage Policy/ Individual Salary Information Disclosure 
It is the policy of FBCHG to pay fair and equitable wages which compare favorably with prevailing rates of 
surrounding churches and general community organizations in the area using like skills.  Individual hourly wage 
rates are determined on the basis of a pay index for that job position.  The wages will be set by the Personnel 
Committee with the consultation of the employee’s supervisor yearly in conjunction with the presentation and 
approval of the church yearly budget. 
 

Regarding disclosures of individual salary information, First Baptist Church of Hazel Green’s policy for 
publishing salary information follows the guidance recommended by the Church Compensation Services Office 
at the Alabama State Board of Missions. The church was first briefed by the Finance Committee during a 
scheduled business meeting on 21 September 2003 and the guidance was adopted. That guidance allows for two 
options regarding disclosing individual salary information. The first method is to have church members 
requesting such information sign a confidentiality statement safeguarding that information to protect the civil 
rights of ministers and church employees, as well as, mitigate risk or liability against a civil law suit brought 
against the Church and those that are responsible for safeguarding this confidential information. The second 
method permits disclosure to members during meetings where there are members only in attendance, but 
recommends not during a business meeting unless steps are taken to ensure only members are present. 
Moderators for these meeting must ensure that only members will receive access to this confidential 
information.     
 

In the event a Pastor, Interim Pastor or staff member is recommended to fill a ministerial position, the 
recommending committee shall follow the church by-laws for informing the church that such an action is going 
to take place. The recommending committee shall provide notice to the church membership that salary 
information on any candidate will be made available at least two weeks in advance of a called business meeting 
to provide an opportunity for any church member to gain access to confidential salary information. A log book 
will be kept in the church office for any member that would like to gain access to the confidential information 
and the church member need only sign the log book taking responsibility regarding safeguarding that 
information.  
 

D. Overtime 
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All office staff and support staff are entitled to overtime pay on the basis of one and one-half times the base 
hourly wage, in accordance with Federal and State Wage and Hour restrictions. All overtime must be approved 
in advance by the employee’s supervisor for payment. Overtime pay will be paid only for actual hours worked. 
Sick leave, vacation leave, personal leave or any leave absence will not be considered hours worked for the 
purpose of performing overtime calculations. In the event that overtime is approved as above, no “comp time” 
shall be allowed for that time worked. 
 

F. Pay Periods 
All employees are paid on the 15th and the last working day of the month, with the regular work week being 
Monday through Sunday. FBCHG does not provide pay advances or unearned wages. FBCHG takes all 
reasonable steps to ensure that employees receive the correct amount of pay in each paycheck and that 
employees are paid promptly on the scheduled pay day. In the unlikely event that there is an error, the employee 
should promptly report the error to the Church Treasurer so that the correction can be made as quickly as 
possible. All questions concerning deductions made from an employee’s paycheck should be directed to the 
Church Treasurer. 
 

G. Attitudes and Behavior 
Each employee shall be Christ like in the work environment following the standards set forth by our Lord and 
Savior Jesus Christ. We are here to help people as servants of the Lord and His Church. The staff’s interaction 

with church members and the general public carries a great weight of influence on others ’impressions of the 
church. A Christian environment promoted by each staff person is essential to maintain a positive influence 
upon our community for Christ. That environment includes the use of social media, which today continues to 
grow in its use to communicate. The staff must be careful to use social media in a way that does not 
communicate messages individually, or corporately in a un-Christ like manner leading to discord, strife and an 
unharmonious environment. Any such actions are considered grievous and can lead to termination. It is our goal 
that the work generated and the spirit in which we deal with others be of high moral and ethical standards, 
demonstrating respect and compassion for fellow workers as well as for the public. The nature of our work, 
which  includes dealing with personal crises, providing spiritual help and being entrusted with confidential 
information, requires us to be careful to not say or do anything that would bring reproach upon the name of The 
Lord.  
 

H. Personal Appearance 
 Although there is no specific dress code, all persons are expected to present themselves for work neat and 
clean, in attire that is generally considered professional for an office environment. Our goal is to dress in such a 
way as to represent The Lord and His Church in a positive manner. 
 

 

I. Safety 
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Since our church offices are open to the public, it is expected that each staff member shall make a sincere effort 
to keep his/her office clean and in order. All staff members, church officers, and church members are urged to 
help maintain the safety of our church building and grounds. 
 

 

J. Accidents/ Injuries 
All accidents or injuries should be reported to the church office immediately for appropriate Workman’s 
Compensation reporting. 
 

K. Resignation/Termination 
The pastor may relinquish his ministry with a 2-week notice to the church. The church may also declare the 
office of pastor to be vacant and release the pastor from his ministry at First Baptist. Such action will take place 
at a meeting called for that purpose with at least one week’s public notice given.  Such meeting should take 
place only after the church has followed the principles in Matthew 18:15-17 and/or sought help through 
mediation. Such meeting may be initiated upon recommendation of a majority of the personnel committee and 
the deacons or by written petition signed by not less than one-fourth of the resident church members. The pastor 
shall preside at meetings of the church unless another staff member or church member has been designated to 
fill that role. However, for this meeting the moderator shall be designated by the members present and elected 
by majority vote.  The vote to declare the office vacant shall be by secret ballot with an affirmative vote of two-
thirds of the members present being necessary to declare the office vacant. Except in instances of gross 
misconduct by the pastor so excluded from office, the church will consider a compensation package for the 
outgoing pastor as proposed by the personnel committee in consultation with the finance committee, 
recommended by the Church Council, and approved by a majority vote of the members present. 
 

Ministerial Staff 
 

Ministerial staff shall give the church at least a 2-week notice prior to vacating their position. The church may 
vote to vacate the position by recommendation from the Church Council, as advised by the Personnel 
Committee.  The procedure for involuntary termination of ministerial staff shall follow the same principles and 
process used to terminate the pastor.  
  

Non-ministerial Staff 
 

Non-ministerial staff members shall be employed as the church determines need for their services. The 
Personnel Committee, with input from the Pastor, Church Council, ministerial staff, or other related committees 
shall recommend employment and termination of non-ministerial staff. The church shall approve the 
employment or termination of non-ministerial staff at its special called or regular business meetings. 
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L. Church and Community Service 
Hazel Green First Baptist Church understands the need of the ministerial staff to participate in both church and 
community events and activities congruent to the church’s mission (i.e. marriage ceremonies, funerals, and 

community social and private functions) and recognizes the importance of the church’s role in such activities. 
Any church employee that engages in these activities will be held to the Biblical standard of conduct, and in 
accordance with the church by-laws and constitution. Specific to participation in marriage ceremonies, 
"Marriage is a union between one man and one woman”, following biblical principles (Gen. 2:18-25; Lev. 
18:22; Matt. 19:3-6; Rom. 1:24-28; I Cor. 6:9-11; 7:1-5; Eph. 5:22-6:4; I Tim. 1:8-11). God sanctions only the 
union in marriage of a man to a woman. Therefore, due to the biblical teachings about marriage, the church 
prohibits the use of any of its facilities or properties for the purpose of same sex marriages or civil unions. 
Employees of Hazel Green First Baptist will not perform any same sex marriages or civil unions, whether on or 
off church property. To do so will be grounds for termination of employment with the church.      

    

IV. BENEFITS 
 

Eligible employees at FBCHG are provided a wide range of benefits. A number of programs cover all 
employees in the manner prescribed by law. Benefit eligibility is dependent upon a variety of factors including 
employee classifications and work status. 
 

A. Holidays 
            The church office will be officially closed in observance of the following holidays: 

                        New Year’s Day (January 1) 

                        Memorial Day (Last Monday in May) 

                        Independence Day (July 4th) 

                        Labor Day 

                        Veteran’s Day 

                        Thanksgiving Day (Fourth Thursday in November) 

                        Christmas Day (December 25) 

            Additional days with pay: 

                        Good Friday (Friday before Easter) 

                        Friday following Thanksgiving 

                        Christmas Eve (December 24) 
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If any of the above holidays fall on Saturday, they shall be observed the Friday before. If any of the above 
holidays fall on Sunday, they shall be observed on the following Monday. Regular full-time employees will 
receive holiday pay if they are normally scheduled to work the day on which the holiday falls. The holiday pay 
will be for their normal work hours that they are scheduled to work. Temporary employees receive no holiday 
pay. 

 

B. Vacation (Ministerial/Office & Support Staff) 
Vacation is important to the health and welfare of the ministerial and office staff.  Hence, vacation is 
authorized, based on years of service, not years of employment, in the amounts shown in the chart below.  Upon 
initial eligibility, the employee is entitled to 5 vacation days not to be taken before 90-day introductory period 
but must be taken within first 12 months. Years of service calculation begins on the date of hire, ends 1 year 
later and continues on in year-long increments.  Each church employee automatically receives the total vacation 
authorization on 1 January of each year for the number of whole years of service they have completed.  New 
employees will acquire the equivalent amount of vacation for a 1-3 year employee.  Employees have the entire 
calendar year to use their allotment of vacation.  An employee, who uses his authorized vacation balance prior 
to the end of the year, will not receive any further paid vacation during that calendar year.  An employee’s 
vacation balance cannot exceed 120 hours at the end of the year, 31 December.  Any vacation balance in excess 
of 120 hours carried over from 31 December to January 1 of the next year will be forfeited.  This is designed to 
ensure that church employees are taking time off to care for themselves and their families as necessary.  
Vacation time will be tracked in a logbook to be maintained in the church office 

 

Vacation is a negotiable item with prospective ministerial and/or office staff employees.  This provides the 
Personnel Committee, or other search committee, some flexibility when negotiating terms of employment, 
specifically when the prospective employee is a mid-to-late career individual.  No employee will be authorized 
vacation in excess of the maximum amount of 200 hours.  If a different vacation amount is not negotiated prior 
to hiring, an employee will receive the equivalent amount for a 1-3 year employee. 

 

*Part-time Employee– use accumulated Personal/or Vacation days up to max of 5 days. 

 

 0-3 Years 4-8 
Years 

9-14 Years 15+ Years 

Ministerial Full-
time 

 

80 Hours 120 
Hours 

160 Hours 200 Hours 
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* Ministerial Part-
time 

60 Hours 96 
Hours 

120 Hours 144 Hours 

Office & Support 
Full-time 

80 Hours 120 
Hours 

160 Hours 200 Hours 

 

             

 

C. Sick/Personal Leave (Ministerial and Office & Support) 
The pastor or assigned staff member should be notified as soon as possible if an employee is going to be absent. 
This day of sick/personal leave must be recorded on the time sheet for payment. Paid leave can be used in 
minimum increments of one hour for personal appointments. Eligible employees may use sick leave benefits for 
an absence due to their own illness or that or a family member. Personal days may be accumulated up to a 
maximum of 40 days. Personal/sick days taken may not exceed 5 days consecutively, unless approved by the 
Personnel Committee chair. 
 

D. Bereavement Leave 
If a full-time employee needs to take time off due to the death of an immediate family member, the employee 
should notify his/her supervisor immediately. Up to five days of paid bereavement leave will be provided to 
eligible full-time employees (ministerial staff, office and support staff). Any employee may, with the approval 
of their supervisor, use any available paid leave for additional time off as necessary. FBCHG defines 
“immediate family” as employee’s spouse, parent, child, brother, sister, grandparent, grandchild, or any of these 
in a step or in-law relationship, legal guardian, or legal ward. 
 

 E. Revival Leave 

The ministerial staff shall be granted two weeks with pay for revival conferences, or educational meetings as 
guest leader or clinician. The staff member may not miss more than two Sundays during the calendar year for 
such purpose. 
 

F. Conventions and Continuing Education 
The Pastor and other designated ministerial staff may attend the Southern Baptist Convention and the Alabama 
Baptist State Convention and other approved conventions with travel and expenses paid by FBCHG. 
Attendance for such conferences is subject to approval by the Pastor and the availability of funds budgeted.  If 
approved in advance, staff members may attend educational conferences relevant to their jobs. Each staff 
member will receive two weeks at their regular salary to attend events listed above but may not miss more than 
two Sundays per calendar year for such purposes. 
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G. Leave of Absence 
FBCHG provides a leave of absence without pay to eligible employees who wish to take time off from work 
duties to fulfill personal obligations. An eligible employee is one who has been employed for one year and is in 
good standing. 
 

* All employees must request leave as described below: 

            1. As soon as the eligible employee becomes aware of the need of a leave of absence, they should 
request a leave from the Pastor or Personnel Committee. The request should be in writing and should state the 
reason and expected duration of the absence. 

            2. Requests for leave of absence will be evaluated based on a number of factors, including anticipated 
work load requirement and staffing considerations during the proposed period of absence.          
 

H. Court Leave 
Regular full-time and part-time employees are entitled to leave of absence with pay when subpoenaed by the 
court to serve as a juror or a witness. The employee’s present job status will not be affected during the time in 
court. The employee should give notification as soon as possible. 

 

I. Pregnancy/ Illness Related Absences (FMLA) 
 FBCHG will not discriminate against any employee who requests medical leave of absence due to pregnancy, 
or illness. Request for time associated with pregnancy and/or child birth will be considered in accordance with 
the Family Medical Leave Act. The Family Medical Leave Act provides for unpaid leave for up to 12 
consecutive weeks within a 12 month period.  
 

J. Sabbatical Leave 

This leave is to honor ministers who make long term commitments to FBHG.  After 5 years of service the 
church will offer 1 month of sabbatical time to be used consecutively as follows: 

Church provides 2 weeks and minister uses 2 weeks of vacation time.  The minister will request one month in 
advance. The minister will also be required to select 1 of the following things to do and report back to the 
Personnel Committee observations that could assist FBHG moving forward: 

▪ Visit 2 churches of varying sizes during the sabbatical 

▪ Attend a ministerial conference  

▪ Do appropriate field study and/or an educational book study 

▪ Mission Trip 

The minister will take the other 2 Sundays to rest and recharge for ministry.    
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V.  INTERIM PASTOR SEARCH 
Should the Personnel Committee be designated the Interim Pastor Search Committee, the following procedures 
are recommended: 

 

1. Contact the Alabama State Baptist Convention Director of the Office of Leader Care and Church 
Administration at 1-800-264-1225. This office can provide information regarding Interim Pastor Job 
definition, sources of candidates, guiding principles and reaching agreements.   

 

2. Develop a job description that determines what the interim pastor will do. There are three things that a 
pastor’s area usually covers; Preaching, Pastoral Care and Administration. 

 

a. Preaching 

i.Need to determine if the interim will be required to preach the following schedule: 
Sunday, Sunday night, and/or Wednesday. 

 

b. Pastoral Care 

i.Hospital visits 

ii.Home bound and shut-ins 

iii.Crisis calls such as death 

iv.Weddings 

 

c. Administration 

i.Lead or supervise the Staff 

ii.Attend meetings, i.e. Church Council, Deacons, etc… 

iii.Conduct church ordinances, i.e. Lord’s Supper, Baptisms, etc…  

 

3. Develop guidelines 

a. Although it is not recommended that an interim candidate should become a candidate for the 
pastor’s job, decide upfront before the search begins and be sure to inform any candidate of that 
decision before an agreement is made. 
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b. It is usually recommended that the church does not use a church member, or any of the current 
ministerial staff to fill this position. As a courtesy, share that decision with the church council 
and deacons to prevent disharmony.   

 

c. Develop criteria based on importance regarding preaching style, leadership style, compensation 
requirements, previous experience in conducting intentional, or transitional interim ministries. 
The interim pastor should be similar in personality as style to what the church wants in a pastor.  

 

d. Gather names of possible candidates from the State office, county associations that surround 
Madison County by contacting the Madison, Limestone, Marshall, Morgan and Jackson county 
director of Missions to receive the current Supply /Interim Pastor Contact information list. Keep 
in mind that the lists are not vetted and that a thorough examination must be conducted on any 
candidate.  

 

e. Examine candidates using only trusted source references, i.e. contacting local pastors that are 
well known and respected, church leaders, deacons, and candidates known to the committee with 
strong endorsements from other churches and respected leaders. The use of social media such as 
Facebook, LinkedIn, YouTube and internet search engines can be used as alternate sources that 
can aid in securing trusted sources. Ask to receive DVDs of sermons already preached to review 
for possible selection and follow up.  

 

f. Once 3-5 candidates are identified provide an invitation to supply preach to those believed to be 
the best candidates. Interview them to gain a better understanding of their previous ministry 
experience, look at the churches they have led and how they did while serving as the pastor, or 
interim. Ask questions regarding work expectations and availability.  

 

g. Select the best candidate and discuss work expectations, agree upon compensation and write an 
agreement. Compensation should be fair and equitable to both the church and interim pastor. 
Depending on work expectations, the ceiling salary amount for the previous pastor is a good 
place to start in negotiating compensation. If the interim pastor is secured from distances 
requiring mileage and or lodging, those expenses need to be considered above salary.  

 

h. Present the candidate to the church for a vote and should the church affirm the candidate by 
receiving 75% of the church membership in attendance, contact the candidate to inform him on 
the results and sign the agreement.   
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Appendix A 
Job Descriptions 

 

The positions listed below can be modified or combined as needed to provide the mix of skill, responsibilities 
and experience to meet the churches need. 

Senior Pastor 
Principal Function 

The Senior Pastor is responsible to the church to proclaim the gospel of Jesus Christ to teach Biblical revelation, 
to engage in pastoral care ministries, to facilitate the equipping of the saints for the work of ministry, and to act 
as the senior minister of the ministry and support staff. 
 

Qualifications 

The Senior Pastor must be a licensed ordained minister of the Gospel.  No specified formal education is 
dictated; however the Senior Pastor must demonstrate appropriate theological, doctrinal, and administrative skill 
to adequately fulfill the requirements of the position.  The graduate of a recognized seminary is to be sought. 
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Responsibilities 

1. Leads the church to function as a New Testament Church. (I Timothy 3:1-7, Titus 2:1-8, Titus 2:11-
15).  Equips the congregation, the organizations, and the church staff to perform the work of 
ministry.  (II Timothy 2:15, II Timothy 2:24-25, II Timothy 3:14-II Timothy 4:2, Ephesians 4:11-13)  

The Senior Pastor is the term equivalent to “Pastor”, “Bishop,” or “Elder” as used in the New 

Testament.  His primary role is to preach the Word, to be given to the ministry of prayer and to 
provide direction for the church.  (Acts 6:4, Hebrews 13:7, 17, Jeremiah 10:21) 

2. Maintains a growing personal relationship with the Lord. 

3. Seeks the Lord in order to cast the Lord’s vision before the congregation.  Works with the Long 

Range Planning Team (or comparable teams or committees) in providing an overall direction for the 
pastoral team to lead and in planning the logistical capital and building needs of the congregation 
necessary to fulfill the church mission. 

4. Leads in developing the pastoral team. Works with the pastoral team, church leaders, and church 
ministry teams in planning, training, facilitating and evaluating church ministries. 

5. Serves as direct supervisor of the pastoral staff (team) and as chief administrator of the paid church 
staff. 

6. Plans and facilitates the worship services in cooperation with the pastoral ministry team.  Prepares 
and delivers sermons. 

7. Facilitates an effective program of evangelism that equips the church body to share the faith with the 
community. 

8. Works with the pastoral team to maintain doctrinal integrity throughout church sponsored teaching 
and programming. 

9. Performs weddings and funerals as called upon by the congregation and by the community (at his 
discretion). 

10. Moderates church conferences and serves as an ex-officio member of every committee, council or 
church ministry team.  (He may delegate the ex-officio status to a pastoral staff associate as the 
mission of the committee, council or church ministry relates to the mission of the committee. 

11. Serves as moderator, chairman and/or coordinator of the church ministry council. (The associate 
pastor of education and/or administration may also fill this role as delegated). 

12. Works with the pastoral team to provide crisis intervention counseling and referrals as needed for the 
church body. 

13. Works with the pastoral team, deacons and church leaders to facilitate a caring ministry for persons 
in the church body and church field. 
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14. Cooperates with local, state and national denominational leaders in matters of mutual interest and 
concern; represents the church in denominational matters. 

15. Commits to share a portion of his time to “Kingdom activities” which includes mission trips and 

emphases, leading conferences, writing, and other miscellaneous activities that help grow the 
Kingdom beyond the First Baptist Church of Hazel Green. 

 

Associate Pastor 
Reports to 

Senior Pastor 

 

Principal Function 

The Associate Pastor responsibilities are similar to the Senior Pastor regarding proclaiming the gospel of Jesus 
Christ to teach Biblical revelation, to engage in pastoral care ministries, to facilitate the equipping of the saints 
for the work of ministry.  

 

Qualifications The Associate Pastor must be a licensed ordained minister of the Gospel. No specified formal 
education is dictated; however, the Associate Pastor must demonstrate appropriate theological, doctrinal, and 
administrative skill to adequately fulfill the requirements of the position.   

 

Responsibilities 

1. Supports the Senior Pastor in the leading the church in accomplishment of the church’s mission 
statement and maintain a growing personal relationship with the Lord. 

2. Works with the Senior Pastor in an advisory role to provide direction for the pastoral team to lead 
and plan the logistical capital and building needs of the congregation necessary to fulfill the church’s 
mission. 

3. Supports the Senior Pastor in developing the pastoral team. Works with the pastoral team, church 
leaders, and church ministry teams in planning, training, facilitating and evaluating church 
ministries. 

4. Serves as the staff lead for pastoral care especially in relation to shut-ins and senior adults. 

5. In the absence of the Senior Pastor: works with the church’s worship team to plan services, leads 
services, and prepares/preaches sermons. 

6. Facilitates an effective program of evangelism that equips the church body to share the faith with the 
community. 
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7. Leads specifically designated programs of in-reach and outreach to members, prospective members 
and their families. 

8. Strives to be relevant. Stays current with trends and reaching and teaching methods. This includes 
continued personal, spiritual and professional growth & development and training through 
participation in associational, state and national assemblies, conferences, seminars and personal 
study. 

9. Serves on the Church Council and performs other duties as requested by the Senior Pastor. 

 

Ministry of Students/Young Adults 
Reports to 

Senior Pastor 
 

Principal Function 

The Minister of Students and College is responsible for leading the church to accomplish its vision by “reaching 
for salvation and discipling toward maturity every student (grades 6- college)” that God places in their realm of 
responsibility. 
 

Responsibilities 

1. Supervises all phases of Student and College Ministry including: budgeting, organizing, planning, 
calendaring, coordinating, enlisting and training leaders. 

2. Develops goals and objectives to be reviewed by the Senior Pastor and communicates the church’s 
vision on a regular basis (especially to leaders in the Student and College ministry) and leads others to 
claim this vision on their own. 

3. Serves as a growth agent for the Sunday school and church through creation of new units for reaching 
and teaching people. 

4. Serves as an example for students in personal evangelism. 

5. Shall be a “relationship builder” actively guiding students in their spiritual growth by counseling and by 
setting the proper example. 

6. Leads the student leadership in a systematic program of in-reach and outreach to members, prospective 
members and their families. 

7. Whenever possible, stays involved in the schools where our students attend. 

8. Strives to be relevant. Stays current with trends and reaching and teaching methods. This includes 
continued personal, spiritual and professional growth & development and training through participation 
in associational, state and national assemblies, conferences, seminars and personal study. 
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9. Provides leadership training opportunities on a regular basis and provides descriptive responsibilities for 
all youth workers and committee members and supervises their execution.   

10. Leads in planning and executing special projects, programs and activities such as parenting 
classes/seminars, retreats, camps, etc. 

11. Is responsible for the recruitment, selection, assignment, and training of Sunday school and Discipleship 
Training leaders. 

12. Monitors activities to ensure relationship between student activities and the church mission. 

13. Assists in ordering and purchasing literature, supplies, equipment and other materials to be used in 
Student and College ministries. 

14. Serves as a member of the Church Council and perform other duties as requested by the Pastor. 

 

Minister of Worship  
Reports to 

Senior Pastor 
 

Principal Function 

The Minister of Worship/Education is responsible for leading the church to accomplish its vision by leading the 
church to devote their lives to God through worship. 

 

Responsibilities 

1. Supervises all phases of the church’s Worship Ministry including: budgeting, organizing, planning, 
calendaring, promotion, coordinating, enlisting and training leaders. 

2. Develops goals and objectives in keeping with the church’s vision to be reviewed by the Pastor and 
communicated to the church’s Worship Ministry Team. 

3. In conjunction with the Pastor, plans meaningful worship experiences that are Biblical, evangelistic, and 
designed to encourage personal spiritual growth. 

4. Builds, trains, and disciples a team of individuals who desire to use their talents in leading God’s people 
to worship. 

5. Develops various musical/artistic choir, ensembles, and bands to provide the church with worship 
leadership, providing necessary training and rehearsal. 

6. Oversees the church’s worship technologies. 

7. Oversees the church’s Worship Center and other worship areas including maintenance of sound, 
lighting, video, and musical equipment. 
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8. Serves as a music/artistic resource to the other staff members and their respective ministries while 
providing, as time permits, direct musical leadership to the worship needs of those ministries. 

9. Seeks continued personal educational development by attending conferences/training events related to 
worship leadership, and will remain fresh and relevant by observing worship services at other churches 
and listening to new worship music. 

10. Ensures that all aspects of the church’s Worship Ministry is performed with excellence in order to 
glorify God and provide clarity to the Gospel message central to any worship experience. 

11. Assists the Pastor with pastoral care, especially in regards to members of the Worship Ministry Team 
and the Education Leadership Team. 

12. Serves on the Church Council and performs other duties as requested by the Pastor. 

 

Minister of Education 
Reports to 

Senior Pastor 
 

Principal Function 

The Minister of Education is responsible for leading the church to accomplish its vision by leading the church to 
devote their lives to God by deepening their faith through small group Bible studies. 

 

Responsibilities 

1. Supervises all phases of the church’s Christian Education Ministry including: budgeting, organizing, 
planning, administrating, calendaring, promotion, coordinating, enlisting and training leaders. 

2. Develops goals and objectives in keeping with the church’s vision to be reviewed by the Pastor and 
communicated to the church’s Christian Education Ministry Team. 

3. Leads the church to implement a Sunday School/Small Group strategy that is evangelistic, disciples’ 
believers, and encourages ministry/missions. 

4. Develops additional Christian education/discipleship opportunities for the church family outside of 
Sunday school. 

5. Recruits, trains, and staffs all leadership for Sunday school and Discipleship. 

6. Serves as a resource person to the church staff, Sunday School/Discipleship leadership, and other 
ministry leadership. 

7. Serves as curriculum director for the entire church’s ministry areas, ensuring doctrinal integrity. 

8. Oversees all education spaces in the church building and education equipment/supplies, informing the 
church when needs related to space/equipment/supplies arises. 
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9. Seeks continued personal educational development by attending conferences/training events related to 
Christian Education. 

10. Leads the church’s Nominating Committee. 

11. Assists the Pastor with church administration. 

12. Assists the Pastor with pastoral care, especially in regards to members of the Worship Ministry Team 
and the Education Leadership Team. 

13. Serves on the Church Council and performs other duties as requested by the Pastor. 

 

Minister of Preschool/Children  
Reports to 

Senior Pastor 
 

Principal Function 

The Minister of Preschool/Children’s ministry is responsible for leading the church to accomplish its vision by 

“reaching for salvation and discipling toward maturity every child (birth-5th grade)/parent” that God places in 
their realm of responsibility.  The Minister of Preschool/Children serves as the education director for children in 
the nursery through 6th grade and is responsible for budgeting, coordinating, planning and implementing the 
work of the Sunday School, Children’s Worship, Vacation Bible School, Energize Kids, Children’s Camp and 

the general activities of the Children’s division. 

 

Responsibilities 

1. Supervises all phases of Children’s Ministry including: budgeting, organizing, planning, calendaring, 
coordinating, enlisting and training leaders. 

2. Develops goals and objectives to be reviewed by the Senior Pastor and serves as an example to the 
Children’s leadership for personal evangelism by participating in church outreach ministries. 

3. Leads the children’s leadership in a systematic program of in-reach and outreach to members, 
prospective members and their families. 

4. Strives to be relevant. Stays current with trends and reaching and teaching methods. This includes 
continued personal, spiritual and professional growth & development and training through participation 
in associational, state and national assemblies, conferences, seminars and personal study. 

5. Provides leadership training opportunities on a regular basis and provides job descriptions for all 
children’s ministry workers and committee members.   
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6. Leads in planning and executing special projects, programs and activities such as parenting 
classes/seminars, retreats, camps, etc… 

7. Is responsible for the recruitment, selection, assignment, and training of preschool and children’s 
Sunday school leaders as well as other leaders involved in other aspects of the Preschool/Children’s 
Ministry. 

8. Monitors activities to ensure relationship between student activities and the church mission. 

9. Assists in ordering and purchasing literature, supplies, equipment and other materials to be used in 
preschool and children’s ministries. 

10. Works with the Youth/Student Pastor as children matriculate to the Student and College ministry. 

11. Serves on the Church Council. 

12. Performs other duties as requested by the Pastor. 

 

 

Church Secretary/Financial  
Reports to 

Senior Pastor 
 

Principal Function 

The church secretary is responsible for providing reception, secretarial, office management services for the 
church and its ministerial staff. The secretary also serves as the church’s financial secretary. 

 

Responsibilities 

1. Serve as church receptionist: presenting a positive image of the church in greeting office guest and 
answering phone calls, screening calls/visits for the staff, and receiving deliveries for the church. 

2. Process incoming/outgoing mail, and handle mass mailings as needed. 

3. Publish the church’s newsletter, weekly bulletin, and other documents as needed. 

4. Record financial contributions, working with Teller committee and Treasurer as required. 

5. Reconcile purchase orders/receipts with bills. 

6. Maintain the church’s membership data base. 

7. Maintain Sunday school attendance records and process literature orders. 

8. Provide notary services for staff and church membership. 
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9. Serve as office manager: purchasing office/janitorial/fellowship supplies and keeping public office 
spaces neat and organized. 

10. Manage request for church space/equipment usage and church key sign-in/out. 

11. Assist church committee/ministry teams with administrative matters. 

12. Provide administrative assistance to church staff with typing, filing, copying, etc., as needed. 

13. Develop an annual budget for and manage the office/education line item. 

14. Perform other task as assigned by the Pastor. 

 

Church Buildings and Grounds Manager  
Reports to 

Senior Pastor 
 

Principal Function 

The church Buildings and Grounds (B&G) Manager serves as the focal point for all buildings and grounds 
related issues.  The B&G Manager also serves as the ministry team leader for the Building & Grounds ministry 
team.  Currently this is a non-paid, volunteer-field position. 
 

 

 

Responsibilities 

1. Coordinate with staff and any other ministry team leads the day-to-day needs of building maintenance 
and repair. 

2. Perform light to moderate maintenance or repair duties as needed. 
3. Regularly check condition of buildings and report needed repairs/improvements to area leads. 
4. Develop and administrate B&G team’s “to-do” list with appropriate area leads. 
5. Develop annual budget for B&G team with input from area leads. 
6. Monitor church budget line item for Utilities. 
7. Request purchase orders and approve invoices for payment related to all B&G activities. 
8. Monitor and negotiate annual propane price per gallon with vendors each spring. 
9. Monitor and negotiate dumpster service contract. 
10. Schedule and coordinate quarterly, or as needed, B&G team meetings. 
11. Schedule and coordinate bi-annual, or as needed, church-wide workdays. 
12. Coordinate and direct any moderate to heavy construction projects in or around church buildings 

(fellowship hall, elevator, etc.) 
13. Coordinate the regular maintenance of the church grounds, including mowing of grass and maintenance 

of flower beds/trees trimming. 



 

25 

14. Serve on church council. 
 


