
MINISTRY LEAD: USHERS & GREETERS
	[bookmark: _heading=h.ak1q3drnfwsy]Classification:
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	Serves
	(Church Name)



JOB SUMMARY

The Ushers & Greeters Ministry Lead helps create a welcoming, safe, and spiritually warm environment for every person who walks through the doors of (Name of Church) Church. This ministry represents the heart of Christ through kindness, order, hospitality, and service. The Lead coordinates the team, ensures coverage each Sunday, and helps the Pastor’s Office maintain consistency, safety, and excellence.
This is a volunteer ministry leadership role, not a staff or governance position.
PRIMARY RESPONSIBILITIES
[bookmark: _heading=h.cha8kmbdwxvj]Sunday Morning Guest Experience
• Warmly welcome people as they enter
• Open doors for guests
• Pass out bulletins or handouts
• Notice first-time visitors and help guide them with kindness
• Direct people to seating as needed
• Assist in maintaining a peaceful, orderly atmosphere
[bookmark: _heading=h.e9u2dz9vjkt]Ministry Tasks
• Collect the offering with care and respect
• Assist during communion when needed
• Count attendance weekly (adults, kids, and visitors)
• Watch for safety concerns and quietly notify the Pastor’s Office of anything unusual
• Help ensure the lobby and sanctuary remain clean, welcoming, and distraction-free
[bookmark: _heading=h.6nhn739lazmv]Volunteer Scheduling & Coordination
• Schedule ushers and greeters weekly
• Or work with the Office Administrator to maintain the volunteer schedule
• Recruit additional volunteers as needed
• Encourage volunteers to arrive on time and serve with joy
• Maintain unity and a positive team culture
[bookmark: _heading=h.xknhdnggwtre][bookmark: _heading=h.hfzvznavcrrq](Volunteers do not need pastoral approval before joining the team, but they must be an appropriate church member and spiritually mature to serve in a welcoming role.)
[bookmark: _heading=h.vsp69f92nvys]Ministry Structure & Accountability
• Request pastoral approval for all purchases using the requisition process
• Seek approval for new ideas, changes, or additions to the ministry (welcome center, signage, etc.)
• Ensure ushers and greeters understand their basic expectations
• Communicate respectfully with the Pastor’s Office when needs arise
[bookmark: _heading=h.n8b7njh0z0fi]Monthly Reporting
Submit a short monthly report to the Pastor’s Office including:
	• Attendance trends
 	• Number of visitors
 	• Any follow-up needs
 	• Safety concerns
 	• Volunteer needs
 	• Any ministry highlights or challenges
[bookmark: _heading=h.ccqu2h3qok5j]Also complete the designated form maintained by the Office Administrator, used for attendance and visitor tracking.
[bookmark: _heading=h.42olc56ssep3]Communication & Team Health
• Maintain a respectful, friendly, and mature presence
• Treat every person with kindness, grace, and patience
• Help protect unity and avoid gossip
• Notify the pastor immediately of any issues with guests, behavior, or safety
• Promote an atmosphere of order, warmth, and hospitality

BOUNDARIES & LIMITATIONS 
The Ushers & Greeters Ministry Lead does NOT:
	• Pray for individuals unless specifically asked
 	• Correct guests or confront behavior (notify pastor instead)
 	• Handle church money alone
 	• Speak on behalf of church leadership
 	• Make purchases without approval
 	• Implement ministry changes without approval
 	• Teach doctrine or give counsel
 	• Oversee other ministries
This role is service and hospitality, not governance or staff oversight.
CONFIDENTIALITY EXPECTATIONS
Any concerns involving guests or families must be handled discreetly and communicated only to the Pastor’s Office.

TERM OF SERVICE
This is a volunteer ministry role and is reviewed annually. Responsibilities may be updated as the ministry grows.
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