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Administrative Team 

Position Description

Areas of Responsibility: Finance/Budget/Tellers, Personnel, Ministry Team Development, Building & Grounds.

Purpose: The Administrative Team coordinates leadership issues for the church by overseeing budget development and implementation, personnel planning and evaluation, ministry team development, and building and grounds maintenance. Individuals on the Administrative Team will be assigned to a subcommittee for one of the areas of responsibilities. Subcommittees will be responsible for managing specific projects as assigned and reporting back on progress and recommendations.
Budget & Finances

· Develops and implements the annual church budget through consultation with the Church Administrator and the pastoral staff. Budget proposals from the pastoral staff are reviewed and developed into the annual budget to meet the ministry goals of the church. (The annual budget will be presented to the church by the second Sunday in November to be approved by the second Sunday in December.) 

· Meets quarterly in part to provide for budget oversight and promotion. Quarterly and annual reports will be provided to the congregation. 

· Promotes budget implementation through special offering emphases and stewardship education. 

Personnel Planning & Evaluation

· Assists the senior pastor in planning for all staffing needs and in regular evaluation of staff performance. A regular review of staffing needs and position descriptions helps to insure a highly functioning staff team. Working with the senior pastor or his designee, this team assists in recruiting, interviewing, and recommending new staff.

· Develops and recommends salary structures for employees. 

· Encourages and supports staff members in a consistent annual evaluation process that utilizes regularly enhanced personnel policies and procedures. 

Ministry Team & Volunteer Development 

· Strengthens the ministry of the church by working with deacons and pastoral staff to promote ministries and ministry team development. Provides structural framework for team responsibilities. Reviews and nominates team members and presents recommendations to deacon board. (Administrative Team nominations will be handled by the deacon board.)

· Reviews nominations for Bible study teachers from the Education Team and presents recommendations to deacon board.

Building & Grounds

· Provides oversight to ministry directions related to building and grounds. Works with staff on recommendations for improvements and other areas needing attention. 

· Works with staff on use of building for internal and external purposes.

I’ve read and I understand the responsibilities for the Administrative Team.  I understand that my involvement with this team requires a personal, God-given vision for this ministry and will require my commitment and energy as I serve.  I will wholeheartedly work with my team under God’s direction and leading to promote the vision and ministries of Northwood Baptist Church.   

Name: 








Date: 




Please send original to: Administrative Team Chair, Northwood Baptist Church

Education Team 

Position Description

Areas of Responsibility: Visitor/New Member Education, Internal and External Bible studies, Discipleship, Teacher Recruitment and Development.

Purpose: The Education Team leads and develops church and home Bible study initiatives, promotes age-graded bible study ministries, and discipleship of believers. This team supports and works in conjunction with the efforts of the education pastor. It recruits and recommends internal and external Bible study teachers to the Administrative Team and deacon board.

Visitor & New Member Education

· Promotes and provides opportunities for visitors and new members to learn more about Northwood, its doctrine, and its ministries.

· Assists visitors and new members to locate appropriate Bible studies, both internal and external.

Bible Study Initiatives 

· Facilitates the development and application of small group Bible studies with the goal of small group discipleship. 

· Reviews and researches new and creative ways to help people study the Scriptures 

· Encourages growth in Bible study for any internal or external Northwood-affiliated and assists as needed in promoting growth.

· Reviews requests from church members who want to start Northwood-affiliated Bible study ministries, both internal and external.

· Works with church staff to present recommendations for Bible study teachers to Administrative Team and deacon board.

Age-Graded Bible Study Ministries 

· Assists education pastor in the development of the Sunday morning small group Bible studies.

· Provides encouragement and support for the quality of facilities and teaching being offered in each small group, from preschool through senior adults. 

Discipleship Emphases
· Provides support and encouragement for the discipleship ministry of Northwood by providing Bible study and educational opportunities that will deepen an individual's spiritual understanding and faithfulness. 

· Develops a regular presentation of classes and study opportunities, short and long-term, which meets the needs of the congregation.

I’ve read and I understand the responsibilities for the Education Team.  I understand that my involvement with this team requires a personal, God-given vision for this ministry and will require my commitment and energy as I serve.  I will wholeheartedly work with my team under God’s direction and leading to promote the vision and ministries of Northwood Baptist Church.   

Name: 








Date: 




Please send original to: Administrative Team Chair, Northwood Baptist Church

Evangelism Team 

Position Description

Areas of Responsibility: Missions, Outreach & Evangelism 

Purpose: The Education Team supports and develops missions efforts through missionary support, mission offerings and mission trips and opportunities for Northwood member involvement.  It works with church staff to develop and maintain an effective evangelistic outreach program for the community and beyond. 

Missions 

· Develops the full range of missions emphases in the life of Northwood in conjunction with church staff. 

· Promotes the annual World Mission Offering through a strategic plan of special speakers, promotional materials, church-wide involvement to raise missions awareness and to meet the annual goal. 

· Sets annual missions giving goals, determines the allocation of missions offerings, and reviews policies and approaches for raising missions funds. 

· Coordinates missions efforts among Northwood's mission congregations and partnership mission projects. 

· Provides leadership to increase missions involvement across all age groups of the church and in all activities. 
· Proposes and develops short-term missions trips and projects for Northwood members to participate in.
Evangelistic Outreach 

· Serves as the key element in helping Northwood reach out into its community.

· Proposes and develops effective evangelistic outreach programs to reach people for Jesus Christ. 

· Works with Education Team to develop educational strategies for Northwood’s members to learn to witness effectively.

I’ve read and I understand the responsibilities for the Evangelism Team.  I understand that my involvement with this team requires a personal, God-given vision for this ministry and will require my commitment and energy as I serve.  I will wholeheartedly work with my team under God’s direction and leading to promote the vision and ministries of Northwood Baptist Church.   

Name: 








Date: 




Please send original to: Administrative Team Chair, Northwood Baptist Church

Fellowship Team 

Position Description

Areas of Responsibility: Greeting, Church Fellowships & Recreation, Food Service/Kitchen Coordination, SRAD Council

Purpose: The Fellowship Team helps establish an inviting church environment through greeting visitors and members, and creates opportunities for fellowship development. 

Greeting 

· Recruits and establishes friendly and effective greeters for Bible Study and Worship on Sundays.

· Monitors greeting and welcome area to assure visitors and new members can locate Bible study rooms, child care areas and information about Northwood.

Church Fellowship & Recreation 

· Develops and promotes regular and varied opportunities for congregation to gather.

· Develops and manages special receptions.

· Assists in SRAD council activities as needed.

Food Service/Kitchen Coordination

· Coordinates food service and kitchen activities for fellowship activities.
· Assures items are properly stored, and kitchen area is tidy and ready for subsequent use.
· Works with church staff on regular food service/kitchen activities.
I’ve read and I understand the responsibilities for the Fellowship Team.  I understand that my involvement with this team requires a personal, God-given vision for this ministry and will require my commitment and energy as I serve.  I will wholeheartedly work with my team under God’s direction and leading to promote the vision and ministries of Northwood Baptist Church.   

Name: 








Date: 




Please send original to: Administrative Team Chair, Northwood Baptist Church

Ministry Team 

Position Description

Areas of Responsibility: Focus Ministries, Community Service, Prayer

Purpose: The Ministry Team coordinates focus ministries and community service ministries and promotes and develops new ways to minister to the needs of the congregation and the community. Encourages and leads the congregation to individual and group involvement in ministries. Coordinates prayer ministries.

Focus Ministries 

· Supports the full scope of age and special needs related ministries of Northwood. Ministries supported by this team include men and women, children, youth, college, singles, senior, and homebound ministries. 

· Assists in developing new ways to minister to these select groups. (Examples of such ministry could be marriage support groups, divorce support groups, new mothers, widows, and many others.)

· Develops connections among the variety of ministries provided by Northwood and the larger ministry of the church. 

Community Service Ministries 

· Researches ministry needs in the community.

· Develops and seeks new ways to reach our community through ministries within the congregation or through partnering with other agencies and groups. 

· Coordinates special community service projects.

· Provides support to ongoing community ministries.

Prayer

· Develops prayer ministries at Northwood (prayer groups, prayer chain).

· Actively encourages congregation involvement in prayer for Northwood, its congregational family and its community.

I’ve read and I understand the responsibilities for the Ministry Team.  I understand that my involvement with this team requires a personal, God-given vision for this ministry and will require my commitment and energy as I serve.  I will wholeheartedly work with my team under God’s direction and leading to promote the vision and ministries of Northwood Baptist Church.   

Name: 








Date: 




Please send original to: Administrative Team Chair, Northwood Baptist Church

Worship Team 

Position Description

Areas of Responsibility: Worship Atmosphere, Worship Leader Recruitment/Development, Audio Visual Technology, Aesthetic Environment, Baptism & Lord’s Supper.

Purpose: The Worship Team creates an atmosphere that is conducive to worship through worship leader development, special activities and events, audio and visual system coordination, and aesthetic surroundings. Promotes special events and activities. 

Worship Atmosphere 

· Assists the music and worship church staff in finding effective and gifted individuals for ushers, choir, praise team, creative arts team, and praise band. Supports and develops music and worship programs with church staff as needed. 

· Assists planning of worship emphases and presentations in conjunction with the music and worship staff.

· Assists in evaluation of worship service.

Baptism & Lord’s Supper

· Supports needs related to the performance of baptism and the Lord's Supper, including recruiting individuals to help with baptism preparation.  

· Works with deacon leadership to insure all arrangements are completed prior to the administration of the Lord's Supper. 

Audio and Visual Technology 

· Manages and arranges audio and visual equipment for ongoing needs in the church as well as weekly worship.  

· Assists church staff in recruiting and training individuals to assist with the audio and visual needs of worship.

· Evaluates and recommends equipment development. 
Aesthetic Environment

· Provides flowers and other decorative materials to enhance the worship atmosphere.

· Maintains all potted plants in the building. 

· Determines arrangement of flowers, plants, and decorations for holiday seasons and special occasions. 

I’ve read and I understand the responsibilities for the Worship Team.  I understand that my involvement with this team requires a personal, God-given vision for this ministry and will require my commitment and energy as I serve.  I will wholeheartedly work with my team under God’s direction and leading to promote the vision and ministries of Northwood Baptist Church.   

Name: 








Date: 




Please send original to: Administrative Team Chair, Northwood Baptist Church

