Summit’s Job Description Head Usher 
Purpose: To lead a team to serve in sanctuary and building before, during and after services.
Value: Relationships: Loving relationships should permeate every aspect of church life. We accomplish this through love-driven ministry, relationship building, and ministry in teams. 1 Cor. 13

Head Usher

This is the point person at the service answers question and keeps things running smoothly.

· Create a schedule for the team. 
· Help recruit new ushers. 
· Arrive a half hour before service
· Make sure offering materials, safe, and tissue boxes are at the church.
· Do walk though to make sure things are in the right places. 

· Do any pre-service clean up.

· Check with outlining ministries to see if they need anything.

· Make sure things are set and ready for Usher for that service 
· Be ready for briefing and service meeting from the service coordinator.
· Select and contact a person prior to service for offering count. 

· Get a count of main service and outlining ministries. 
· Be ready to help out if any problems before, during and after. 

· Count offering and fill out report at end of service. Two copies of the report and offering will be made and one put with the offering the other copy to Amy.
· Be aware of safety or security issues.

Ushers Job Description
Purpose: To be part of a team to serve in sanctuary and building before, during and after services.
Value: Relationships: Loving relationships should permeate every aspect of church life. We accomplish this through love-driven ministry, relationship building, and ministry in teams. 1 Cor. 13

· Arrive no later than 20 minutes before service.
· Be ready for briefing and service meeting.
· Door person will remain at the door through out the service. 

· Greet with a Smile

· Help people feel welcomed

· Help with counting if assigned.
·  Be aware of any safety or security issues
· Help people find their seats. Be alert to see if more chairs are needed during service.

· If someone is disrupting the service find an Pastoral team member along the lead usher to address the situation.
· Be ready to help out if any problems before, during and after. 

· Please dress nice.
