St. Luke’s Staff Structure
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Staff Positions and Responsibilities

Senior Pastor

· Primary responsibility for worship, preaching and teaching

· Enhances spiritual life of the congregation

· Pastoral care and counseling to the congregation

· Provides strategic leadership in alignment with St. Luke’s Vision, Mission and Core Values

· Supervises ordained staff
· Reports To District Superintendent
· Full-time position
Associate Pastor(s)
· Participates in  worship, preaching and teaching

· Enhances spiritual life of the congregation

· Pastoral care and counseling to the congregation

· Helps provide strategic leadership in alignment with St. Luke’s Vision, Mission and Core Values

· Assists in implementing and coordinating small groups and programs

· Works with Adult Education Team to promote and enhance adult education at St. Luke’s
· Supervised by Senior Pastor

· Part-time position

Missionary–In–Residence

· Participates in  worship, preaching and teaching

· Enhances spiritual life of the congregation

· Assists in implementing and coordinating small groups and programs

· Works with Missions Team to promote and enhance local and world-wide mission work

· Supervised by Senior Pastor

· Part-time position

Support Staff Positions and Responsibilities
Executive Administrator
· Responsible for overall coordination in management of all non-ministerial staff, volunteers and financial matters

· Manage, guide and support non-ordained paid staff

· Establish, implement and maintain church calendar

· Assist staff in visioning, designing, implementing and evaluating new programs

· Oversee church budget, purchasing and other financial matters in coordination with Finance Team

· Stimulate and coordinate promotional efforts to communicate St. Luke’s vision and ministries to the community

· Foster communication between ministers, other staff and the congregation

· Manage church records

· Manage facility and equipment use in cooperation with Trustees

· Organize staff and church retreats, conferences and holiday activities

· Reports To Senior Pastor 

· Full-time position

Children’s Ministry

· Responsible for Children’s Ministries and Little School

· Recruiting and training of Children’s Sunday School teachers

· Coordinates programs for children with other staff, congregation and Little School

· Prepares activities for special events such as Easter, Christmas and summer programs

· Supervises Nursery Coordinator and Nursery program

· Participates in Children’s Ministry Team meetings

· Reports To Executive Administrator

· Full-time position

Director of Youth Ministries
· Guide and nurture a foundation of faith to youth grades 6 - 12 by: 

· Helping them develop a relationship with God and Jesus Christ

· Nurturing their growth in faith as they mature into young adults

· Walking with them on their faith journey.

· Incorporate church vision throughout a well balanced youth program

· Generate, organize and lead youth activities for Jr. and Sr. High youth

· mission trips and projects

· small group activities

· social events

· Sunday School/Bible study

· Confirmation class

· Propose and direct methods of outreach to community (youth and others)

· Recruit and provide training for adult youth sponsors and teachers, including curriculum selection

· Implement and coordinate youth participation in church wide activities, including worship, music, and drama

· Guide and strengthen leadership skills through monthly youth council meetings

· Attend and participate in staff and ministry meetings 

· Work as a team with staff, Education and Support/Fellowship Ministry teams for whole church ministry family

· Communicate and strategize activities and needs with other staff and the congregation through appropriate church meetings, church bulletin and newsletter

· Provide pastoral care to youth and families as needed

· Plan, lead, and coordinate several youth retreats annually

· Ensure maintenance of the youth phone line and web page with volunteer and youth help

· Create, direct and assist with fund raising efforts

· Assist with hiring and provide supervision of part time youth leader

· Develop and maintain opportunities for parent support

· Assist in development of creative young adult ministry

· Reports To Executive Administrator

· Full-time position

Associate Director of Youth Ministries
· Minister to youth in grades 6-12 with primary responsibility for the Sr. High program (9th-12th grades)

· Nurture young people’s faith as they develop their relationship with God and Jesus Christ

· Cultivate personal relationships with youth, promote fellowship and participation in mission and service

· Create and implement youth activities and retreats

· Recruit and train adult youth sponsors and teachers

· Provide pastoral care to youth and families

· Community outreach to youth and families

· Reports To Executive Administrator

· Full-time position

Ministry Development

· Leads Care & Assimilation

· Tracks visitor, constituent, member attendance

· Tracks individuals contributions of time and talents

· Provides consultation for gift/ministry matching

· Coordinates and develops small groups

· Prepares assimilation communications and invitations

· Tracks and analyzes attendance

· Maintains membership database

· Prepares yearend membership and Ministry Development reports

· Follows up with connections with individuals and ministry leaders

· Leads Next Step program

· Responsible for Chronicle updates with new members and Ministry Development

· Keeps communication lines open for all members and constituents

· Attends staff meetings

· Attends Ministry Development Team meetings

· Communicates new ministry ideas or needs to MDT for awareness and creation

· Assists in identifying ministry opportunities

· Publishes Ministry Fair Times

· Responsible for MDT and Care & Assimilation budgets

· Assists nominations as needed
· Reports To Executive Administrator
· Full-time position

Music Ministry

· Manages overall music program at St. Luke’s

· Participates in ensembles and music programs

· Responsible for church music budget and purchasing

· Maintains performance schedules for music groups

· Performs at worship services

· Facilitates communication between music ministry teams

· Participates in worship team and worship planning

· Reports To Executive Administrator

· Part-time position

Associate Director Of Music Ministries

· Assists Director Of Music Ministries in management of music program at St. Luke’s

· Participates in ensembles and music programs

· Accompanist

· Performs at worship services

· Reports To Director Of Music Ministries

· Part-time position

Office Secretary

· Responsible for office budget and supplies

· Maintains church building use schedule and books reservations

· Maintains church calendar

· Schedules use of office equipment by members of congregation

· Assists with communication between Prayer Chain, Caring Connection, and other small groups

· Prepares announcements and Sunday Bulletins

· Assists with Chronicle mailing

· Assists Senior Pastor with confidential church conference matters

· Reports To Executive Administrator

· Full-time position

Financial Secretary

· Responsible for accounting, reporting, oversight and management of pledges and other contributions to St. Luke’s

· Supervises volunteer count team

· Reports weekly cash receipts, makes bank deposits and handles cash receipts from church events

· Posts contributions to pledge database

· Produces periodic statements of giving to members and constituents

· Creates reports as needed by Executive Administrator and church leaders

· Handles and resolves questions from members and constituents relating to their contributions and pledges

· Reports To Executive Administrator

· Part-time position

Treasurer

· Responsible for disbursement of church funds

· Maintains financial database

· Participates in Finance Team meetings

· Prepares Financial Statements

· Administers church business and investment accounts

· Provides budget reports to staff and Ministry Teams

· Reports To Executive Administrator

· Part-time position

Director of St. Luke’s Little School
· Manages Little School teachers

· Responsible for recruiting, hiring and training of Little School teachers

· Develop curriculum in coordination with Children’s Ministries 

· Creates a nurturing and safe environment for students in compliance with all state guidelines for pre-schools

· Responsible for promoting Little School within St. Luke’s and the surrounding community

· Oversight of purchasing and budget

· Reports To Director of Children’s Ministries and Little School Board of Directors

· Full-time position

Nursery Coordinator
· Manages staff of nursery care givers

· Recruits and trains nursery staff

· Responsible for creating a safe and nurturing environment for our children

· Maintains nursery supplies, equipment and toys

· Attends Children’s Ministry Team meetings

· Reports To Director of Children’s Ministries

· Part-time position

St. Luke’s Administrative Handbook

Our staff has an Administrative Handbook containing our human resources policies. This document is the responsibility of the Staff Parish Relations Team and is updated as needed each year. The purpose of the handbook is to provide a convenient and helpful source of information about important personnel guidelines, benefits and staff member services at St. Luke’s. Copies are available for review by contacting the chairperson of the Staff Parish Relations Team or the Executive Administrator. 
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