
Springhill Presbyterian Church  
Position Description 

 
Position Title:  Director of Hospitality  
 
Reports to:   Lead Pastor 
 
Classification:  Part-time, 25-30 hours per week. 9am-3pm, Monday-Thursday. 

Sunday mornings as needed.  
 
Benefits:   As indicated in the Staff Handbook. 
 
Purpose: Jesus Christ was radical in his hospitality. He defined the word 

with his love for strangers, his care for the flock, and his extension 
of the Good News to those he encountered. He was in the 
business of making followers, who were sent to do the same.  

 
 The purpose of this position is to ensure the ministry of hospitality 

at Springhill Church. This includes the implementation of Sunday 
morning welcoming teams, weekly follow-up with new guests, 
organizing new visitor/member gatherings, Deacon support in 
care/meal ministries, coordination of the building calendar 
including weddings and funerals, and fielding visits and phone 
calls from Springhill’s front desk.   

  
Responsibilities: 
 

A. Ensuring a Welcoming Environment on Sunday Mornings 

• In coordination with the Deacon of Hospitality, this position will equip 
ushers, greeters, and coffee servers in fostering a seamless welcoming 
environment before, during, and after worship on Sundays at both 
church sites.  

 
B. Engaging the Church and Visitors Through Weekly Hospitality  

• The Director of Hospitality will be the face of Springhill during the week, 
serving as the initial contact for phone and in-person engagement with 
both church members and the greater community. 

 

• Weekly tasks will include alignment of the church calendar to the overall 
mission of Springhill (including coordination of all funerals and weddings), 
maintaining church database including attendance, membership, 
baptisms, and deaths. 
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•  Serving as “air traffic controller” for staff, Elders, and Deacons by 
connecting visitors/members with necessary contact points as needed.  

 
This position will also be responsible for maintaining all appropriate 
cleanliness and supply for the receptionist desk. 

 
C. Assisting Eldership in Community Outreach 

• On behalf of the Pastors and Elders, this position will follow up with 
newcomers through creative means, including the creation of new 
visitors’ gatherings and assistance in new member classes.  
 

• In coordination with the Deacon of Neighbor Ministry and Deacon of 
Congregational Care, this position will assist in the coordination of 
outreach and care to include meals, visitation, etc., for those in need.  

 
Profile. The person who is best suited for this position will exhibit the following:  

 
1. A gift of hospitality and an extroverted countenance. 
2. Adherence to the essentials of evangelical faith, demonstrated in his/her 

regular spiritual walk. 
3. High school diploma or equivalent is required.  
4. Have knowledge of office procedures, basic computer skills, Microsoft 

Office.  
5. Two years experience in the marketplace is preferred, though not 

required. 
6. Loves administrative clarity and organization. 
7. Self-starter who can set and achieve goals. 
8. Skills in organization and task orientation (i.e. results-driven). 
9. Good people skills and team-building skills. 
10. Ability to work with a teachable heart, good attitude, flexibility and unity. 
11. Joyful and approachable with a self-awareness for appropriate 

boundaries.  
 

Review: Ministry will be reviewed on annual basis. 
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