
Lindsay Lane Baptist Church

Job Description

Administrative Pastor
Principle Function:

Work under the direct supervision of the Senior Pastor to plan, direct, and oversee the administrative needs of the church in the areas of finance, personnel, and facilities maintenance; providing assistance to the Senior Pastor in planning, coordinating, overseeing, and evaluating the overall ministry of the church   Also, provide leadership and supervision to assigned ministerial and support personnel and serve as a legal trustee of the church.

Qualifications:

A professing Christian, called of God, and ordained for the gospel ministry; who adheres to the doctrine and theological teachings of Lindsay Lane Baptist Church and supports the vision and leadership of the Senior Pastor.
Must possess a passion and desire to train and equip the saints for the work of ministry.  

Good leadership, organizational, communication, and people skills; able to coordinate, supervise, and work well with volunteers as well as church employees; outgoing, friendly, self-motivated personality.


Strong business related skills and experience required with a bachelor’s degree or higher in a related field of study desirable. 

Must refrain from the consumption of alcohol and/or tobacco products.

Basic computer skills; word processing and email.
Work Schedule (Full-Time):
A regularly scheduled work week extends Sunday and Wednesday during regularly scheduled education and worship times;  Monday - Thursday from 8:00 a.m. – 5:00 p.m. and Fridays as assigned.  Additional time may be required to appropriately perform the duties related to this ministry position  (i.e. meetings, revivals, conferences, etc.).
Job Duties:

1. Perform all duties of an ordained minister of the gospel; maintaining a high level of spiritual leadership and displaying proper influence and testimony.
2. Assist the Senior Pastor in planning, coordinating, overseeing, and evaluating the activities of the church.
3. Oversee the administrative functions of the church related to finance, personnel, and facilities maintenance.  

4. Supervise ministerial and support staff as assigned (see defined organizational chart in the personnel manual).
5. Assist the Senior Pastor in planning, scheduling, and promoting church events such as revivals, conferences, seminars, etc.

6. Assist the Senior Pastor in public relations and community affairs.
7. Assist missions minister in the organizing, scheduling, and coordinating of missions activities in conjunction with the church budget.

8. Coordinate, develop, maintain, and implement the church’s administrative policies and by-laws.

9. Coordinate and communicate with other pastors the spiritual and physical needs of the congregation.

10. Provide biblical advice and guidance to individuals as appropriate.

11. Prepare and submit a preliminary comprehensive annual church budget to the Personnel/Finance Ministry Team

12. Responsibly manage the church’s financial resources according to the approved budgetary guidelines, utilizing the best accepted practices of accounting, and adhering to the highest ethical, moral, and biblical standards.

13. Keep office and other work areas neatly maintained.

14. Write/submit monthly newsletter articles pertaining to the related ministry areas.

15. Attend professional development conferences and workshops as needed or assigned.

16. Perform other tasks as assigned.

Salary & Benefits:
Negotiable; commensurate with job knowledge and experience.  Benefits are granted as outlined in the church’s Personnel Manual.
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