Position Description
Position Title: Associate Pastor
Salary Classification: Salary, Exempt, full time
Reports to: Senior Pastor

Primary Responsibility and Function
To support the senior pastor in planning and implementing church vision and ministry objectives. To manage and oversee the day-to-day administrative operations of the church oﬃce, supporting the pastor, coordinating communication, and ensuring smooth functioning of the church ministries and events. Discipleship and Sunday school oversight, connecting
church members to appropriate ministries.

Areas of Responsibility
1. Oﬃce Administration
· Supervise and coordinate all oﬃce functions and administrative staﬀ
· Provide leadership for the church calendar and scheduling of events, meetings, and facility use
· Manage incoming calls, emails, mail, and walk-in inquiries with warmth and professionalism
2. Personnel Management
· Supervise all paid staﬀ and provide a sense of teamwork
· Assist pastor in annual staﬀ evaluations in conjunction with the personnel committee
· Steward church finances to ensure eﬃcient and eﬀective use of resources
· Coordinate with committees and teams so they are meeting and functioning well and keep senior pastor updated as needed
· Adhere to church bylaws and church policies and procedures
3. Discipleship
· Oversee continuing education and discipleship programs within the church including Sunday school and community groups
· Connect new members into the life of our church and help them find ways to serve
· Assist senior pastor with teaching new members class
4. Ministry Support
· Call, visit, pray for, and minister to members and prospective members
· Provide biblical counseling, prayer, and ministry to those in need
· Assist pastors and ministry leaders with administrative support for programs and events
· Coordinate baptisms, weddings, funerals, another services
· Assist the senior pastor in preaching and teaching when asked to serve
5. Outreach Support
· make a concerted eﬀort to engage visitors and encourage them to attend church
· share the gospel with the community and engage with the greater community
· participate in and support mission projects of the church
Qualifications
· Alignment with the pastoral qualifications outlined in I Timothy 3:1-7
·  Agree with Baptist Faith and Message 2000
·  Minimum 3 years experience serving in a church with responsibilities similar to this position
· Demonstrated proficiency in preaching and teaching
· Excellent organizational, communication, and interpersonal skills
· Proficiency in microsoft oﬃce suite, google workspace, and church management software (realm, planning center, procare)
· Ability to handle confidential information with discretion and integrity
· Possession of a servant’s heart and a professional pastoral demeanor
· Self-starter, proactive, detail-oriented and able to manage multiple tasks and deadlines
· Willingness to participate in professional development in the areas of discipleship,Sunday school, and small group

