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Position Description

Job Title:



Executive Pastor

Status:



Full-time

Supervisor Title:


Lead Pastor



Date Prepared/Revised:  
December 12, 2007

Administration
· Oversee the big picture financial operations of the church and develop systems for handling finances that are accountable and efficient. 

· Develop procedures for all purchasing and reimbursement.

· Coordinate and work with appropriate staff in developing the operating budget and provide at least monthly communication regarding the current status of their respective budget.
· Give oversight and coordination in implementing the strategic plan of Oak Leaf Church.
· Participate in staff meetings, evaluation meetings and other meetings as necessary.

· Work with administrative assistant to ensure that appropriate financial reports are completed.
· Gain an understanding of Fellowship One and oversee the implementation of the check in module.

· Track attendance and giving and analyze the data.

· Work with the post office to ensure that direct mail postcards are delivered efficiently.
· Oversee Sunday morning operations from tear down to setup.
Personnel
· Guide, facilitate and coordinate the work of the entire church staff.

· Oversee job descriptions for each staff position.

· Assist the Lead Pastor in carrying out the performance reviews of the staff.

· Be responsible for making sure all employees receive 6-month evaluations.
· Develop and maintain a master organizational chart for staff and key volunteers.  

· Serve as the Human Resource director for all employees of the Church.

· Develop employee handbook outlining all appropriate policies and procedures.

· Maintain all personnel files for all Church employees regarding salary, time sheets, vacation time, and sick days.

Facilities/Assets/Insurance
· Oversee scheduling and calendaring.  Administer the master church calendar.

· Evaluate the insurance needs of the church and secure what is deemed necessary. 

· Maintain an inventory of church property and equipment.

Legal
· Research legal, tax and employee matters as they arise.

· Work with the church’s legal council should any legal action be brought against the church.
· Oversee the creation of our bylaws, constitution and the installation of trustees. 


Personal Responsibilities

· Maintain God ordained priorities in your life by putting Jesus Christ first, your spouse second, your children third and the ministry fourth.

· Give at least 10% of your income to the vision of Oak Leaf Church..

· Be loyal to the vision and staff of Oak Leaf Church and always protect the unity of the church.

· Invest and invite the lost to know Jesus and come to Oak Leaf Church
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STAFF VALUES
Community

We are a team, modeling community for our church.   We’ll celebrate each other’s victories, pray for each other, and treat each other with respect.  We’ll do life together.

Professionalism and Excellence

We value each other’s privacy and schedules in the office and in the home.  People will know where we are during the day, what time we’ll be in and what time we will leave.  We will do the things that matter most first, and not overlook the important for the urgent.  We will do what we say we will do and be on time and prepared for meetings.

Team Ministry

We can accomplish more together than we can individually. We are not a federation of sub-ministries and realize that we all have a part  in the overall vision of the church.   We will communicate with each other and collaborate with each other.   We will respect each other’s roles and positions.

Right Priorities

We will meet with God every day.  We will cheat the ministry and the church before we cheat God and our families. We will work hard so we can honor our days off.  We never take our staff hat off and realize that people are always watching.

Retreat and Relax

We will retreat once a year as a staff.  We will retreat once a year by ourselves.  We will use our vacation time and attend conferences.  

People Matter

People matter more than programs, buildings and budgets, but not more than principles and purpose.  We will get back with people within 24 hours when they call or e-mail us.  We will close the loop on communication. 
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Salary Package

Job Title:



Executive Pastor
Status:



Full-time

Supervisor Title:


Lead Pastor



Date Prepared/Revised:  
December 12, 2007

Salary

$00,000

Insurance Credit

$0,000

Total Package Value

$00,000
Staff Signature: _____________________

Lead Pastor Signature: __________________________

Date: ________________
