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April 2007
PURPOSE OF POSITION
To lead the people of God into a deeper faith and commitment to their Lord and to assist them in putting their faith into action.


1.
Invite others into the Church fellowship.


2.
Help people to locate places to participate in ministries within the church.


3.
By outreach and service to those in need both inside the church and out into the community and world

A.
Promote an atmosphere of acceptance and openness which invites and encourages new people as well as long time members to build stronger relationships with Christ and with each other.

B.
Organize and prepare worship services by working with staff and the Worship Commission to coordinate and plan worship during the liturgical year, incorporating lay leadership for both planning and leading worship.

C.
Plan and Prepare Sermons

D.
Be responsible for the day-to-day workings of the staff and office.  Organize and lead staff meetings.

E.
Work through the Commissions, Committees and Session to develop program ideas/implementation and with the chairpersons for necessary follow-up action.

F.
Provide for the training and recruitment of leadership for all areas of the Church's life.  Plan for an annual Vision Retreat with the Strategy Committee for the Elders and Deacons and other members.

G.
Support youth and children’s ministry growth.


1.
Work with the Middle School and High School volunteer leadership.


2.
Support mid-week children’s program. (Grades K-5, currently Kid’s Kingdom).
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PURPOSE OF POSITION (cont')

H.
Be available for crisis and distress care, calling on the sick.

I.
Phone and send welcome letters to new visitors weekly.

J.
Call as available/requested on church members/families to talk with them about their faith and spiritual strengths/needs, offering guidance where requested.

K.
Be available for drop in conversations and counseling.

L.
Provide follow-up administration for Session, Commissions, Committees and other groups as needed.

M.
Perform other administrative tasks: schedules, correspondence, phone calls, reworking procedures and policies, Worship Bulletin, Pastor's Column in Network.

N.
Conduct Inquirers' classes for prospective new members.

O.
Teach classes as approved by the Christian Education Commission.

P.
Plan and prepare annual all church "Spiritual Growth Weekend."

Q.
Be available for short term counseling, for informal time with people seeking to refer people who require more in depth counseling.

R.
Lead worship every-other month Sunday evening worship service at the Chateau.

S.
Attend fellowship gatherings when possible.

T.
Perform weddings with pre-marital counseling for members and as time allows for non-members.

U.
Conduct memorial services for church members and families as requested and as time allows for non-members.
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RELATED ACTIVITIES OUTSIDE ST. ANDREW'S
A.
Participate in Presbytery meetings and Participate in a Presbytery Committee and appropriate.

B.
Attend monthly meetings of the Pleasant Hill Clergy Association

C.
Attend weekly Rotary Club Luncheon.

D.
Make time to read, study, reflect, meditate and pray everyday.

E.
Work out at local athletic club 3 or 4 times weekly.
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PURPOSE OF THE POSITION
As part of a pastoral team, the Associate Pastor seeks to lead the people of St. Andrew's to deeper faith in God and commitment to act as Christ's disciples.

PROVIDE PASTORAL CARE
A.
Call and visit church members and families as needed and by request.

B.
Make follow-up calls based on weekly prayer requests.

C.
Make follow-up calls based on requests by deacons and others.

D.
Meet and work with a team of Stephen Leaders who will implement Stephen Ministry at S. Andrew's.

E.
Work with the Board of Deacons to update and strengthen their program of pastoral care for the church.

F.
Visit those who are hospitalized or homebound and serve communion to them as needed.

G.
Call, visit and correspond with those who are moving toward inactivity.

H.
Listen and be available several days a week for "drop-in" conversation and counseling.

PROVIDE CHRISTIAN EDUCATION AND NURTURE AT ST. ANDREW'S
A.
Work with the Adult Education Committee and the Christian Education Commission to plan and provide and adult education program that nurtures Christian faith, even as it calls us into the world as disciples who minister in Christ's name.

B.
Teach adult education classes, lead Bible Study, assist with Inquirers Classes, Church Officer training and retreats.

C.
Work with the Church in the World Commission to promote and expand the mission efforts of the congregation as a whole.
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PROVIDE CHRISTIAN EDUCATION AND NURTURE AT ST. ANDREW'S (con't)

D.
Lead Confirmation classes for youth; helping to build their awareness that they are truly part of the church.

E.
Support those who work with High School and Kid’s Kingdom participants.

F.
Support the Sunday School volunteer and staff.

PROVIDE AND PROMOTE OPPORTUNITIES IN SPIRITUAL GROWTH AND CHRISTIAN FELLOWSHIP

A.
Preach once or twice a month.

B.
Whenever possible, speak about, describe and interpret the importance of prayer and spiritual growth as an essential part of the Christian lifestyle.

C.
Lead classes on worship, prayer and spiritual growth, and guide individuals who seek to grow in the life of prayer.

D.
Work with the Fellowship Commission to provide opportunities to strengthen the bonds of Christian community at St. Andrew's.

SUPPORT THE LIFE OF ST. ANDREW'S BY PARTICIPATING IN ADMINISTRATIVE TASKS
A.
Meet with the Strategy Committee as they organize and restructure the mission and future direction of the Church.

B.
Stay in touch with the Chairs of Christian Education, Church in the World Commission, Fellowship and Membership Growth Commissions, concerning present and future plans and activities.
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SUPPORT THE LIFE OF ST. ANDREW'S BY PARTICIPATING IN ADMINISTRATIVE TASKS (cont’d)

C.
Collect resources and ideas to use in worship services; write prayers and prepare worship services litanies.

D.
Meet routinely with Music Director, Head of Staff and Worship Chair to plan worship services.

E.
Work with Deacons to review and update the membership rolls.

F
Review the church roll; establish an inactive Member list and contact inactive members, urging them to renew their commitment here or in another church.

G.
Work with the secretary and/or Newsletter typist to secure needed articles for the bulletin and Network.

H.
Meet with the Planning committee to structure the Fall Family Retreat.

I.
Meet weekly with the Head of Staff for short-term planning; meet for a block of time monthly to do long term planning.

J.
Meet with the secretary to organize daily administrative tasks.

K.
Meet with the Moderator of Deacons as needed to plan the monthly agenda.

OTHER TASKS
A.
Perform weddings with pre-marital counseling for members and as time allows for non-members.

B.
Conduct funeral and memorial services for church members and families as requested, and as time allows for non-members.
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OTHER TASKS (cont’d)

C.
Schedule time for family life, prayer life and for reflection about church life and personal priorities.

D.
Attend as many church fellowship events as possible.

E.
Participate in Presbytery meetings regularly, and sit on the Task Force to Review the Structure and content of Presbytery Meetings.

F.
Participate in the Pleasant Hill Clergy Association.

.
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June 1981
A.
PURPOSE

1.
The purpose and aim of St. Andrew's Presbyterian Church is to produce Christian persons.  This also becomes the purpose and aim of every member of the Church staff.


2.
The Office Manager provides secretarial services to the Pastor and Associate Pastor and manages the operation of the Church office.

B.
RESPONSIBILITIES AND AUTHORITY

In coordination with the Pastor and Session, the Office Manager has the responsibility and authority to:


1.
Be secretary to the Pastor and Associate Pastor.


2.
Perform functions for other Staff members (Calling/Counseling Pastor, Associate in Christian Education, Director of Music, etc.), Clerk of Session, Trustees, Commissions, Committees, Child Development Center, and other Church organizations.


3.
Type and operate office equipment and to oversee its maintenance.


4.
Prepare annual office budget.


5.
Prepare information material for Church members (bulletins, minutes, financial statements, newsletter).


6.
Prepare annual report and Church directories.


7.
Maintain Church master calendar, scheduling appointments and meetings.


8.
Update mailing lists.


9.
Answer telephones and deliver messages.


10.
Order necessary supplies.
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11.
Receive pledges, donations, fees, etc., during office hours.

C.
RELATIONSHIP

The Office Manager is responsible to the Pastor.  The Office Manager shall have a friendly, welcoming disposition and shall understand the potential for ministry to others inherent in this job and shall be well informed about all Church activities.  The Office Manager, in consultation with the Pastor, will determine the work priorities.  Whenever possible, the Secretary may assign specific functions to volunteer workers.  Yearly evaluation of the job description, performance of the job, and salary review is the responsibility jointly of the Pastor and the Personnel Committee of Session.
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June 1981
A.
PURPOSE

1.
The purpose and aim of St. Andrew's Presbyterian Church is to produce Christian persons.  This also becomes the purpose and aim of every member of the Church Staff.


2.
The Director of Music rehearses and directs the Church Choir for all regular Church services.

B.
RESPONSIBILITIES AND AUTHORITY

In coordination with the Pastor and Session, the Director of Music has the responsibility and authority to:


1.
Administer the total year-round Church music program for regular and special worship services (except in those areas reserved by Constitution for other staff positions, i.e., the selection of hymns shall fall directly to the Pastor).


2.
Coordinate with other Commissions which may from time to time be overtly involved with music programs, i.e., Christian Education.


3.
Direct the regular chancel choir.


4.
Attend Staff meetings.


5.
Attend Worship Commission meetings as ex-officio member.


6.
Understand the theological framework of our Church and have a knowledge of Church music.
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C.
RELATIONSHIP

The Director of Music is responsible authoritatively to the Session through the Worship Commission, but labors under the guidance of the Pastor who is constituted Head of Staff.  This position relates to other Staff in music concerns and has administrative oversight of other music Staff.  The Director reports directly to the Head of Staff and works through that position toward a coordinated year around music program in harmony with the Worship agenda.  The Director has access to the Personnel Committee which shall set salary and perquisites prior to the formation of the Annual Budget.
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June 1981
A.
PURPOSE

1.
The purpose and aim of St. Andrew's Presbyterian Church is to produce Christian persons.  This also becomes the purpose and aim of every member of the Church Staff.


2.
The Church Organist is to prepare and play for Church services and choir rehearsals.

B.
RESPONSIBILITIES AND AUTHORITY

In coordination with the Pastor and Session, the Organist has the responsibility and authority to:


1.
Accompany the choir under the direction of the Director of Music for regular worship services, some special worship services and choir rehearsals.


2.
Play appropriate organ preludes, postludes, and other music as directed by Pastor/Director of Music that are meaningful in the total worship service.


3.
Lead the congregation in hymns and liturgical responses.


4.
Assist the Director of Music and Pastor in maintaining a high quality of music in the church.


5.
Advise the Director of Music when there is a need for organ repairs.

C.
RELATIONSHIP

The organist is under the general supervision of the Pastor.  When functioning as a choir accompanist, the Organist will be directed by the Director of Music.  The Organist has access to the Session through the Worship Commission, who with the Pastor will provide a process of performance evaluation.  The Organist will be offered the opportunity to play at weddings and memorial services held in our sanctuary.  Gratuities for these services to be established by the Worship Commission.
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A.
PURPOSE

The purpose and aim of St. Andrew's Presbyterian Church is to produce Christian persons.  This also becomes the purpose and aim of every member of the Church Staff.

B.
RESPONSIBILITIES AND AUTHORITY

In coordination with the Pastor and Session, the Crib Nursery Attendant has the responsibility and authority to:


1.
Care of babies and children up to the age of about two years.


2.
Consult with parents as to the readiness of children to progress to Preschool at the regular Worship service.  Children at the 9 a.m. hour will usually be kept in the Crib Nursery through Preschool.


3.
Keep Crib Nursery straightened and clean toys as needed.  Other normal maintenance is the responsibility of the church.

C.
RELATIONSHIP

The Crib Nursery Attendant is under the general supervision of the Christian Education Commission.  The Attendant will usually be a paid member of the Staff and will have volunteer assistance on a rotating basis as attendance dictates.  The hours and compensation of the Crib Nursery Attendant are to be ascertained by the Christian Education Commission.
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March 1990
A.
COMMUNION

1.
Preparation, using Worship Commission designated volunteers.



a.
Purchase of bread and juice.



b.
Bread for the pastors.



c.
Preparing elements and setting communion table.


2.
Clean Up, using Worship Commission designated volunteers.



a. 
Clean up; pick up and wash cups, etc.



b.
Laundering of cloth and napkins and polishing of elements.

B.
PARAMENTS AND PULPIT HANGINGS AND CANDLES ON COMMUNION TABLE

Taken care of by the ushers now.  Paraments and pulpit hangings are placed according to color on the Church calendar.

C.
FLOWERS ON CHANCEL

Arranged for by Worship Commission designated volunteers.  Poinsettias and Easter Lilies taken care of by the Worship Commission.

D.
WATER FOR PULPIT AND ORGANIST
E.
PEW ORGANIZATION

This may be done any day before the next Sunday Church Service.

F.
ADVENT WREATH

Arrangement and ordering of candles.  Worship Commission selects members of the congregation to light the candles.

G.
BAPTISMS

Preparation filling bowl with water and place on front.
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October 1990
A.
PRIOR TO THE WEDDING

1.
After the Pastor has an initial appointment with the couple, they should contact the Wedding Coordinator to set up a meeting at the Church.  The Coordinator should show them the bride's room, the sanctuary and the appointments that are available (candelabra, white bows, kneeling bench), as well as some pictures of the flowers, candles and arrangements from previous weddings.


2.
The couple and the Coordinator should decide the names and duties of the ushers, the ring bearer, and the flower girl.  They should plan who will seat grandparents and other members of the two families, and when that seating will occur.  If the couple desires it, family or friends may light the candelabra and the candles on the table just prior to the service.  The individuals who will do this should be known by the Coordinator and should attend the rehearsal.


3.
The Coordinator should secure a list of the Maid of Honor, Best Man, and all the attendants and groomsmen.  A diagram should be made of where each individual in the processional will stand during the service.  If the couple desires a receiving line, a diagram should be agreed upon and drawn during the meetings between the couple and the Coordinator.


4.
In conversations with the couple, the Coordinator should go over the wedding brochure, pointing out the restrictions regarding photographs during the service, and the prohibition of throwing confetti, rice or birdseed after the service.


5.
The Coordinator should be sure that the couple is aware of the fees that are due at or before the rehearsal.  The Coordinator should also discuss the schedule of flower delivery with the couple.  Finally, the Coordinator should impress upon the couple the importance of beginning both the rehearsal and the wedding service on time. 
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B.
THE WEDDING REHEARSAL


1.
Ordinarily, the rehearsal should last 40 to 60 minutes.  The rehearsal is a joyful and friendly event, but it should also be punctual, so that the people involved may proceed to dinner or other plans after the rehearsal.


2.
On the night of the rehearsal, the Coordinator should be at the Church at least 15 minutes before the rehearsal time.  Candles, lighting tapers, and any furnishings needed for the rehearsal should be in place before the wedding party arrives.


3.
The Coordinator should know the balance of money that is still due to the Church.  At the rehearsal, a check payable to St. Andrew's should be given to the Wedding Coordinator to cover any fees which are still outstanding.  The check should be placed in the Treasurer's mailbox after the rehearsal. 


4.
After the Pastor greets and welcomes the guests, the Coordinator should swiftly position the wedding party as they will stand at the exchange of vows.  The Pastor will go over the order of the service that the Pastor and couple have arranged.  The Pastor may call upon the Coordinator for suggestions about movement at particular points in the service.  After the Pastor works through the entire service, the Coordinator will direct the movement of the bridal party toward the narthex, in the order that they would use during the recessional.  Once in the narthex, the Coordinator will reassemble them without delay in the order that has been diagrammed for the processional.  This larger assembly should include all candle lighters, escorts, parents and grandparents, as well as the bridge, the groom, and their attendants and groomsmen.


5.
The Coordinator then directs all parties in the opening activities and the processional toward the front of the church.  Normally, the Pastor will briefly go over the parts of the wedding ceremony, and will reconfirm the date and time of the wedding.  The Coordinator will remind all parties of when they should arrive at the Church on the day of the service.  The Pastor concludes the rehearsal verbally, and the Coordinator will direct the party out of the church, in a repeat rehearsal of the recessional.

WEDDING COORDINATOR, Page 3 of 3 

C.
ON THE DAY OR EVENING OF THE WEDDING

All flowers, candles, benches, aisle runners, etc., should be in place at least 30 minutes before the wedding service is to begin.  The Coordinator should have the bride's room ready and open.  During the 30 minutes prior to the service, the Coordinator should be in or between the narthex and the bride's room.  The Coordinator should be checking to see that all members of the wedding party have arrived.  If anything is amiss, or members of the wedding party or immediate family are absent, the Coordinator should inform the Pastor and Organist.

D.
CONCERNS


1.
The Coordinator should instruct the couple that rehearsals begin on time and last between 45 and 60 minutes.  Prior to the rehearsal time, all the particulars needed for the rehearsal should be in place.  A list should be in hand, giving the names and the formation needed for both the processional and the recessional.


2.
On the day or evening of the wedding, the sanctuary should be completely ready 30 minutes before the service is to begin.


3.
The Coordinator should keep track of the fees dues and the fees paid.  All checks should be payable to the church. 
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June 1990 
A.
These things need to be accomplished before the service starts:


1.
Get the Bulletins from the mailbox area in Crother's Hall.


2.
Get out the boutonnieres.


3.
Get out the Telex hearing enhancements.  Check the station and if they are on.  Hand them out as they are requested.


4.
Start filling out the attendance card.  At the end of the service this card needs to be deposited on the Secretary's desk.


5.
Unlock the doors to the sanctuary.  Lock open the crash bars on the main doors (the key is in the Fire Extinguisher box).


6.
Turn on the lights.  The switches are by the doors and in the closet close by, in the pulpit, and over the picture of the stained glass history.


7.
Put on the hanging for the pulpit and the tablecloth for the table.  There is a calendar inside the storage closet which will inform as to which color is to be used.  What sets on the table will be determined by what Sunday it is.  The storage closet is behind the choir loft.



a.
The first Sunday of every month Communion is celebrated.  The Deacons will provide the table setting with the elements.



b.
Other Sundays the two candle holders and the chalice will be placed on the table.  They sit on top of the tablecloth or table hanging and on circles of plastic.  The candles need to be 2 inches for a 1 hour service.  Light the candles before the service starts except during Advent.  Matches are on the shelf above the candle holders.
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8.
As people are greeted and enter the sanctuary, welcome them and provide them with a Bulletin of the service.  Help them get a hearing enhancement if they desire one.  And help them to a seat if necessary.


10.
Provide help to the Greeters as necessary.


11.
At the start of the service, close the doors if it is cold out.

B.
Things to be aware of during the service:


1.
Greet and seat and late arrivers.  Try and keep the door from banging shut.


2.
Watch for any signs of distress and be ready to be of aid in a crisis situation, i.e., batteries quit on a hearing enhancement device, etc.


3.
Count the people and list it on the card.  Count the children as they leave.  Remember to open the doors for them to egress through.


4.
Collect the Offering and deliver it to the Pastor at the front of the sanctuary.  The prayer requests will be separated from the offering and handed to the Pastor separately.  The financial office will have a representative pick up the offering from its place at the front of the Church after the service end. 

C.
Things to be done once the service is complete:


1.
Turn off the lights unless the Choir Director requests some be left on.


2.
Put away the table items if required.


3.
Put away the pulpit hanging and tablecloth.


4.
Unlock the crash bars (the key is in the fire extinguisher box).  Lock doors.


5.
Put away the Telex hearing enhancements.  Be sure they are turned off.


6.
Put away the boutonnieres. 
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February 1990
A.
Check Friendship Books to see that attendance sheets have been removed from previous Sunday service.  Put new pads in Friendship Books when needed.

B.
Arrange hymnals and bibles in orderly manner (hymnal-Bible-hymnal).

C.
Place following in slot:  



3 offering envelopes



3 prayer request slips



3 deacon cards


Replace any broken pencils.

D.
Check with the Pastors when special envelopes such as Operation Postage, Peacemaking, etc., are to be removed.  Remove Communion envelopes after Communion Sunday.

E.
Choir Stalls - replenish only prayer request slips and pencils if needed.  Choir members have their own hymnals and bibles.  No offering envelopes are needed.

F.
Notify office when supplies are needed to be replenished.

G.
This work may be done any day before the next Sunday service.
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