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Preface 

 These personnel policies have been prepared in order that all personnel of Mt Zion 
Evangelical Lutheran Church may know the terms that will govern their relationship with 

the church.  It is the responsibility of the pastor and the Personnel Committee to 

administer these policies.  Questions regarding interpretation of policies should be directed 

to the chair of the Personnel Committee.   

 This set of personnel policies is intended to merely be a guideline.  It is not an 
employment contract and should not be construed as such.  Furthermore, no promise, 

statement, or writing made by any church representative may be interpreted to constitute 
an employment relationship other than “at will”.  Rather, employment with the church is 

“at will”, terminable by either employee or church at any time, without notice, with or 

without cause, except as otherwise provided by law. 

 Note:  In the absence of a Personnel Committee, the Executive Committee will serve 

its role, as defined herein. 

 Note:  In the absence of a pastor (i.e. no long-term or interim pastor is currently 
assigned by the synod), the Executive Committee will serve the pastor’s supervisory role, 

as defined herein. 

General 

 Exceptions 

 Exceptions to these personnel policies may be granted from time to time by the 
pastor or the Personnel Committee, when it is judged that such exceptions are in the best 

interest of both this church and the employees concerned.  Exceptions should be reported 

to the Congregational Council and noted in the personnel file. 

 Amendments 

 The Congregational Council may, from time to time, adopt amendments, 

corrections, additions, or deletions to these personnel policies.  Any such changes shall 
apply both to persons employed at the time the change is adopted and to persons 

employed thereafter, unless the Congregational Council’s action specifically provides to 

the contrary. 

 Pastoral Call 

 In addition to the information contained herein, the employment of a pastor by the 

church is also governed by the statement of call, which is approved by the Congregational 
Council, synod, and pastor.  In case of conflict, the statement of call takes precedence 

over any individual policies defined herein. 

Definition of Terms 

 Employee 

 As used herein, the term “employee” shall apply to any person in the employ of the 
church who performs executive, administrative, secretarial, clerical, or service functions 

on an established salary basis, including pastor, parish administrator, director of choirs, 

etc.  Descriptions of these positions are included as an appendix. 
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 The term “exempt employee” shall mean an employee who meets the conditions for 

exemption from coverage by the Fair Labor Standards Act.  The term “non-exempt 
employee” shall mean an employee who is covered by the Fair Labor Standards Act.  Non-

exempt employees are eligible to receive overtime pay, at the rate of one and one-half 

times their regular rate of pay, for time worked in excess of 40 hours weekly.  Exempt 

employees are not eligible to receive overtime pay. 

 Employing Unit 

 As used herein, the term “church” shall mean Mt Zion Evangelical Lutheran Church. 

 Supervisor 

 The pastor is responsible for the supervision of day-to-day activities of all other 

personnel, unless the pastor delegates this duty to another church body (e.g. custodian 
may be supervised by the Property Committee) and this delegation is recorded in the 

personnel file.  The Congregational Council is responsible for supervision of the pastor, 
resolution of personnel issues beyond the pastor’s ability to handle, and supervisory 

decisions with long-term consequences (e.g. hiring, firing, rental agreements). 

 Full-Time Employment 

 Full-time employment means employment on a regular schedule of 40 hours per 

week. 

 Part-Time Employment 

 Part-time employment means employment on a regular schedule of less than 40 

hours per week, other than employment classified as temporary employment. 

 Part-time employees working 20 hours or more per week will accrue the following 
benefits on a pro-rated basis:  vacation, sick leave, holidays, and personal days, pursuant 

to procedures established from time to time by the pastor and Personnel Committee. 

 Temporary Employment 

 Temporary employment includes any employment classified as such by the church, 
in consultation with the Personnel Committee, including, but not limited to, summer, 

irregular part-time, or seasonal employees.  Temporary employees are not eligible for any 
of the benefits provided under these policies.  However, temporary employees are subject 

to Social Security (FICA) contributions to their wages. 

 Contractor Employment 

 Contract employment includes any employment classified as such by the Personnel 
Committee in accordance with IRS guidelines for independent contractors, for example, a 

written contract assigning scope of work for a specific duration, working independently 

(usually off-premises with own equipment/tools and without church keys), and the church 
can only control the result of the work (not what work is done or how).  Independent 

contractors are governed by the terms of their contract (which must be signed by a 
representative of the Congregational Council and reviewed or revised annually) and any 

policies contained herein that refer specifically to contractors or generally to personnel.  
Independent contractors are not subject to FICA; instead, the church will provide an IRS 

1099 report for each year which the contractor provided services.  The contract should 

specify the contractor’s supervisor.  An example contract is included in an appendix. 
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 Personnel 

 The term “personnel” includes all employees (full-time, part-time, and temporary), 

all independent contractors, and all volunteers. 

 Volunteer 

 The term “volunteer” as used herein is limited to those who have chosen to serve in 
one of the employee positions listed in the appendix without compensation for that service.  

Although they are not paid, the other sections of these personnel policies apply (e.g. 

background checks, behavior). 

Service Time 

 Creditable Service Time 

 If an employee’s service has been continuous, the date from which creditable service 
is computed will be the date on which the individual commenced employment with this 

church. 

 Reinstatement 

 If a former employee is re-employed after an absence of one year or less, they may 

be reinstated without loss of creditable service time. 

Recruitment and Employment 

 Inclusiveness in Employment 

 This church is committed to both the spirit and applicable legal requirements of 

equal employment opportunity and affirmative action.  Consistent with this commitment, 
it is the policy of the church to engage employees without regard to race, color, religion, 

national origin, sex, age, handicap, veteran status, marital status, or sexual orientation 

(or any other type of discrimination prohibited by applicable federal, state, or local laws). 

 Application Form 

 An employment application form must be completed by all applicants for all full-

time, part-time, or temporary employment.  An example application form is included as 

an appendix. 

 Background Check 

 Background checks will be performed for all applicants about to be offered full-time, 

part-time, temporary, or contract employment or who are about to begin serving in one 
of these positions as a volunteer.  Background checks may be performed for existing 

personnel from time to time at the supervisor’s discretion.  All personnel will be expected 
to sign a consent for background checks, which must be filed in their personnel record 

before the check is performed.  An example consent form is included as an appendix. 

 Personnel Records 

 The pastor will maintain an individual file for each employee and contractor, 

containing their pertinent documents (e.g. employment application form, contract, payroll 
authorizations, salary information, attendance records, performance appraisals, sabbatical 

leaves, continuing education leave, results of background checks, records of disciplinary 
action).  A similar file will be maintained for each volunteer, if any documents apply (e.g. 
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background checks).  These records are personal and will be kept in a locked file with 

access only by persons authorized by the pastor and the Personnel Committee.  However, 
personnel have the right to review their individual files at a time mutually convenient to 

the parties concerned. 

 Employment of Relatives and Contractual Agreements 

 Within the church, persons who are related will not be employed or engaged under 

contract in a relationship wherein one relative reports to the other; however, two related 
persons may share one position.  Relatives are defined as son, daughter, mother, father, 

brother, sister, husband, or wife. 

Hiring Process 

 When a staff position needs to be filled (especially for paid positions, but optionally 
for volunteers as well, if there are many people interested in the position), and an ideal 

candidate is not already apparent, the Congregational Council will establish a hiring team 
consisting of the pastor, one or two members of the Personnel Committee, one or two 

people with HR or hiring experience, and one or two people who have knowledge of this 

position.  The team will  

• select a chair (preferably not the pastor)  

• define the job description (tasks, responsibilities, and qualifications)  

• set the compensation (full-time/part-time, salary, benefits) with the approval of the 

leadership board and budget  

• post the job opening with a deadline for applicants to provide resumes (including 

completing an application form and an authorization for background check)  

• review resumes and rank the candidates  

• interview top candidates (by phone first if necessary to narrow the field, then in-

person with the best few candidates)  

• review interviews and choose the best candidate  

• recommend this candidate to the Congregational Council.  

 Interviewers should not ask questions about personal religious affiliation (work-
related religious questions are OK), marital status, citizenship, political affiliation, 

ethnicity/race, plans to have children, where they live, arrest status, drug use, age, native 
language, family/siblings, sexual orientation, disabilities, health, or status.  Interviewers 

should focus on learning whether the candidate will be good for the church.  

 When the council has approved the candidate, the president will write a letter of 

employment offering the job to the candidate, defining the start date, and listing the job 
description, compensation, and supervisor, with one copy going to the candidate and one 

to the candidate’s personnel file. 

Behavior 

 Christ-Centered Behavior 

 Personnel are expected to treat others with dignity, respect, compassion, and 

integrity in the course of executing their duties.  Personnel are expected to contribute to 
the church community by keeping a positive attitude.  Personnel are expected to refrain 

from using language or comments that will hurt or humiliate fellow team members. 
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 Equipment/Facilities Usage 

 Personnel are not to use church equipment or facilities for personal reasons without 
prior approval (e.g. facilities rental agreement).  Supervisors have the right to inspect 

church equipment/facilities (including internet traffic and phone logs) at any time.  Church 

will provide secure storage to personnel upon request (e.g. locked office, locked storage), 

but church is not responsible for loss or damage to personal property. 

 Discrimination/Harassment 

 Discrimination because of race, color, religion, national origin, sex, age, handicap, 

veteran status, marital status, or sexual orientation (or any other type of discrimination 
prohibited by applicable federal, state, or local laws) is prohibited.  Sexual harassment, or 

other offensive verbal or physical conduct that has the effect of creating a hostile work 

environment, is prohibited. 

Performance Evaluation 

 Policy 

 It is the policy of the church to establish an annual performance evaluation system 
that is responsive to the mission of the church, that encourages development of 

employees, that supports churchwide organization goals, that fosters acceptance of 
responsibility, that recognizes the diversity of our gifts, that allows joint participation of 

supervisors and personnel, and that is equitable and responsive to its personnel. 

 Performance Review and Appraisal 

 All personnel of this church will be subject to a probationary period of three months 

from start date, after which they will receive a performance review from their supervisor 
to discuss performance, provide feedback, and be considered for permanent employment.  

At the discretion of the supervisor, they may also receive a performance review after six 
months.  The format for the three and six month performance review may be that of a 

memorandum or other summary report. 

 All personnel of this church should receive a performance review from their 

supervisor annually.  An example form for this annual performance review is included in 

the appendix. 

 If any personnel wish to contest a rating, they may submit a dated, written request 
for reconsideration of their performance rating to their supervisor and the Personnel 

Committee. 

 The Personnel Committee will monitor the schedule and process for performance 

appraisals, and a copy of the completed appraisal will become a part of the personnel file. 

 Progressive Corrective Action 

 When performance does not meet the standards or expectations necessary for 

acceptable performance of the job, but the shortcomings may be of the nature that may 
be reasonably viewed as correctable, then the church will follow a progressive action policy 

in order to give a clear format for both supervisors and personnel. 
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 The process for progressive corrective action will be as follows: 

Step 1: The supervisor shall advise the personnel of deficiencies and suggested 
corrective action.  This conversation between the supervisor and the 

personnel is to be documented. 

Step 2: If performance continues to be unsatisfactory, the supervisor shall again 
counsel with the personnel, and if necessary, place on probation.  This time, 

however, the counseling shall also be put in writing (a copy shall be given 
to the ) and entered into the personnel file.  Both supervisor and personnel 

shall sign this to acknowledge that they were part of the discussion. 

 Probationary periods may be established for 30, 60, or 90 days.  The 

summary of the conversation should include a specific statement that 
failure to resolve the work-related problem may lead to termination.  If the 

personnel fails to perform specific acts set forth in the probationary period, 

termination may come before the end of the probationary period. 

Step 3: If the conditions of the probationary period are not met, or a performance 

problem is not resolved, the personnel is subject to termination. 

 Separation by Mutual Agreement 

 Personnel and their supervisor may reach a mutual agreement, following discussion 

of a work-related issue, whereby the interests of both would best be served by separation 

of the personnel from employment.  Under such circumstances, the separation would be 

without prejudice, and no further action would be taken. 

Compensation Program 

 The compensation program for employees is determined from the yearly amount 

budgeted from the annual stewardship results.  Individual performance will be evaluated 
and merit increases may be allocated accordingly.  The compensation program for 

contractors is governed by the terms of the contract and should be reviewed following the 

annual budget process. 

 Overtime 

 Overtime, when properly authorized by the immediate supervisor, will be paid to all 

non-exempt employees.  Exempt employees are not eligible for overtime pay. 

 Employees eligible for overtime pay will be paid at the rate of one and one-half times 

their regular hourly rate for time worked in excess of 40 hours in any normal work week. 

 The supervisor will have the option of granting an employee equivalent time off for 

hours worked in lieu of pay, and the time is to be taken within the same pay period (“flex 

time”). 

 Pay Periods 

 Pay periods for all employees will be semi-monthly, and payment will usually be 
made on the 15th and the last day of the month.  If a normal payday falls on a non-

working day, paychecks will be issued on the last working day preceding the non-working 

day and dated accordingly. 
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Working Hours 

 Working Hours 

 Personnel are to organize their work schedules within the limits of specified hours, 

subject to the approval of their supervisor.  Work schedules will normally be on the basis 

of eight hours per day, Monday through Friday.  Time worked is to be an eight hour period 
between the hours of 7:00 am and 5:00 pm, Monday through Friday, resulting in a normal 

work week of 40 hours.  A one-half hour or one hour unpaid lunch period may be taken, 
but is not considered as time worked; therefore, this time is in addition to the eight-hour 

work schedule. 

 Variations in the established hours for individual employees may be made by the 

supervisor, to adjust for particular consideration, provided such variations do not conflict 

with the efficient operation of the church. 

 Overtime Records 

 Appropriate records will be kept for all authorized overtime worked by non-exempt 

employees. 

Employee Benefits 

 Benefits begin to accrue (on a pro-rated basis) the first day of employment. 

 Holidays 

 The church office will be closed on the following official holidays.  Employees who 

are eligible for overtime and who are required or requested to work on holidays will be 

compensated at double their normal rate of pay. 

 New Year’s Day Labor Day 
 Good Friday (1/2 day) Thanksgiving Day 

 Memorial Day Christmas Eve Day (1/2 day) 

 Independence Day Christmas Day 

 Personnel such as pastor and musicians who are involved in a worship service held 
on a holiday are expected to work for that worship service and may take an additional 

personal day on some other workday instead of the holiday. 

 Personal Days 

 In addition, two personal days will be allowed by the church on an annual basis.  
Persons hired during the first half of the year will be eligible to receive two personal days 

for that year.  Persons hired during the second half of the year will be eligible for one 
personal day for that year.  Persons leaving the employ of this church will not be 

reimbursed for unused personal days.  Personal days must be taken in a minimum of 1/2 

day increments. 

 Holidays Falling on Saturday or Sunday 

 When a holiday as listed above falls on a Saturday, the church office will normally 
be closed on Friday.  If the holiday falls on Sunday, the church office will normally be 

closed on Monday. 
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 Pension Plan and Other Benefit Plans 

 The synod offers a pension plan for the benefit of its full-time employees and other 
employees who are regularly scheduled to work at least 40 hours per week for six months 

or more per year, and the church contributes 10% of the employee’s gross salary to this 

plan.  In addition, the synod offers a plan which provides for disability, survivor, medical, 
and dental benefits, and the church pays these fees.  The church selects the Portico Gold+ 

package, and employees may waive the medical and dental benefits (if they have other 

valid health coverage), but the pension, disability, and survivor benefits remain. 

Absence From Work 

 When personnel are absent from work due to illness or for any other reason, they  

must notify their supervisor and the parish administrator as soon as possible, so that any 

essential tasks can be re-assigned. 

 Sick Leave 

 Employees eligible to receive benefits will begin to accrue sick leave at the rate of 

six days per year, commencing on the first day of employment.  Sick leave may accrue 
up to a maximum of 40 working days.  Sick days must be taken in a minimum of 1/2 day 

increments. 

 Sick leave may be carried over from year to year, but may not exceed 40 working 

days.  Employees will not be paid for accrued sick leave upon separation from 

employment. 

 Family Illness 

 In the event of an illness in the immediate family (spouse, children, parents, brother, 
sister, mother-in-law, or father-in-law) that requires the employee’s presence, accrued 

sick leave may be utilized for this purpose.  Time taken should be identified on the 

employee’s attendance sheet as “Family Illness”. 

 Vacation 

 Full-time employees will accrue vacation time as determined by their creditable 

service time in accordance with the following schedule: 

 Second through fifth year 10 working days 

 Sixth through tenth year 15 working days 

 Over ten years 20 working days 

 An employee may carry over up to 5 days of unused vacation into the following 

calendar year. 

 Vacation days must be taken in a minimum of 1/2 day increments and may only be 

taken with the approval of the supervisor, who will coordinate with the employee to 
arrange for coverage of the employee’s essential tasks during the absence.  Requests for 

extended vacations (i.e. 5 or more consecutive days) should be made at least two weeks 

in advance. 

 Payment for Unused Vacation 

 At the time of termination, an employee will be paid for unused, accrued vacation. 
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 Compassionate Leave 

 In the event of a death in the employee’s immediate family (to include spouse, 
children, parents, brother, sister, grandparents, grandchildren, mother-in-law, father-in-

law, or legal guardian), the employee will normally be allowed three days with pay to 

attend the funeral and to deal with family affairs.  In cases where there is a special need 
related to circumstances following the death of an immediate family member, up to five 

additional working days without pay may be granted by the Personnel Committee in 
consultation with the employee’s supervisor.  Vacation or personal days may be used for 

this purpose. 

 Jury Duty 

 An employee who is required to serve on a jury shall be entitled to full pay during 
the period of such service.  Monies paid to an employee by the court for jury service may 

be retained by the employee.  The difference between jury duty pay and full pay is paid 

by the church. 

 Leave Without Pay 

 Leave without pay may be granted to an employee for personal reasons after due 

consideration has been given to the work requirements of the church.  Leave without pay 

may be granted for a period of up to three months. 

 The church may hold an employee’s position open for the leave period.  This decision 

will be made on a case-by-case basis by the appropriate supervisor in consultation with 

the pastor and the Personnel Committee. 

 Parenting Leave 

 Twelve weeks of parenting leave without pay is available in the event of the birth or 

adoption of a child.  Accrued sick leave and vacation time may be used for this purpose.  

The church will hold an employee’s position open for this leave period. 

 Absence Due to Weather or Travel Conditions 

 An employee will not forfeit pay for a day on which they are unable to report for 

work because of the closing of the office, a breakdown in public transportation facilities 
due to an accident, strike, or hazardous weather condition, provided the employee has 

made every reasonable effort to utilize alternate methods of transportation and has 

notified their supervisor. 

Termination of Employment 

 Termination Pay 

 Terminated employees will be paid accrued salary and accrued vacation as of the 

date of their termination.  Individuals whose employment is terminated because their 

specific term of employment has ended shall receive no additional termination pay. 

 Resignation 

 Employees who wish to terminate their employment are requested to give at least 

two weeks’ notice.  Employees who resign will receive payment for the time they have 

worked since the last pay period and for their unused, accrued vacation time. 
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Separation Process 

Regardless of the reason for separation, the employee’s supervisor should schedule 
an exit interview with the employee, the employee’s supervisor, and a member of the 

Personnel Committee.  This interview should happen on the employee’s last day, should 

be led by the member of the Personnel Committee, and is primarily intended to ascertain 
and document the reason for the employee’s departure, identify any improvements that 

can be recommended to improve the workplace for other employees, and finalize any 
unfinished business.  Although general information regarding suggested improvements 

can be shared, the employee’s specific personal comments should not be shared outside 

of those in the interview.  

The exit interview form should specifically document the employee’s final day of 
work and contact information (for end-of-year tax purposes), confirm the employee’s 

personal items have been removed and keys have been turned in, clarify remaining 
financial obligations (date of final paycheck, disposition of unused accrued vacation, 

continuing benefits/health insurance), and provide a place for the employee and 

interviewers to make any comments for the record.  

The interviewers should avoid asking targeted questions about people or issues, 
should avoid sharing their opinions with the employee (especially anything that could be 

construed as slander), should avoid discussing other employees or personal issues, and 

should not try to convince the employee to stay with the church.  Interviews should ask 
for general feedback, focus on the employee’s experiences, listen without agreeing or 

disagreeing, and keep the conversation professional and work-related.  

The form should be signed by the employee and interviewers to confirm the facts 

such as contact information and financial obligations, and to acknowledge that the 
interview occurred.  A copy should be given to the employee and another filed in the 

employee’s personnel file. 
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Appendix A:  Position Descriptions 

The organization of the church is shown in the figure below.  The congregation calls pastors 
and elects members of the Congregational Council, as defined in the church’s constitution.  

The Congregational Council consist of the pastor(s) and elected members, and it elects its 

executives, as defined in the constitution.  The pastor supervises the day-to-day activities 
of all other personnel (unless delegated to another church body and documented in 

personnel file).  The descriptions of the church positions are provided in this appendix.  
These descriptions represent the minimum expectations of the position; additional duties 

may be assigned by the supervisor. 

Note:  Some of these positions may be filled (or partially performed) by volunteers (or 

groups of volunteers), or they may be left entirely vacant, in which case it is the 
responsibility of the Congregational Council to determine how their tasks will be 

redistributed between other personnel and/or volunteers. 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Position:  Pastor 

Function:  To care for the spiritual needs of the congregation 

Supervisor:  Congregational Council 

Type:  Full-time exempt 

Duties: 

• Preach, administer the sacraments, and lead regular and special worship services, 

including baptisms, confirmations, weddings, and funerals (including coordinating 
with musicians). 

Congregation 

Congregational Council 

 
 

 
Pastor(s) Executive 

Committee 

Members 

Parish 
Administrator 

Director 
of Choirs 

Youth Ministry 
Coordinator 

etc. 
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• Ensure that the youth of the church receive appropriate instruction in Christian faith 

by reviewing the Sunday School and/or Vacation Bible School lesson plans, by 
creating the affirmation of baptism (confirmation) lesson plans, and by participating 

in the instruction when possible (especially affirmation of baptism). 

• Encourage adult instruction in Christian faith by participating in bible studies, prayer 
groups, adult forums, new member instruction, etc., from time to time. 

• Participate in Congregational Council meetings and functions as defined in the 
constitution. 

• Provide vision, direction, inspiration, and teaching in collaboration with the 
Congregational Council and Executive Committee to fulfill the mission of the church 

(including writing newsletter articles from time to time). 
• Support the committees, ministries, and organizations of the congregation by 

attending them from time to time. 
• Call on the congregation members from time to time, especially when they are in 

the hospital, in crisis, or homebound. 
• Supervise all personnel, except for those assigned to another supervisor in their 

personnel file. 
• Lead the staff meetings. 

• Perform any other duties as defined in the statement of call. 

Qualifications: 

• Defined by synod and call process. 

Note:  When only one long-term pastor is called to the church, they will generally be 
named the Senior Pastor and will have the responsibility of all the above pastoral duties, 

with assistance from congregational volunteers when requested and where appropriate. 

Note:  When more than one long-term pastor is called to the church, they will divide these 

tasks among themselves.  One will generally be named the Senior Pastor (usually full-
time), and the other(s) will generally be named Associate Pastor (usually part-time).  

Tasks should be divided in accordance with each’s hours per week (for example, a full-
time Senior Pastor and a 25% part-time Associate Pastor would divide the worship 

services, such that the Senior Pastor leads 80% of the services, and the Associate Pastor 

leads 20% of the services). 

Note:  When the church is served by an Interim Pastor, their duties will be defined in the 

Interim Covenant. 

 

Position:  Parish Administrator 

Function:  To serve the day-to-day needs of the congregation, staff, and church facility 

Supervisor:  Pastor  

Type:  Full-time non-exempt 

Duties: 

• Processing payroll and paying bills. 
• Sending and answering emails. 

• Communicating with external vendors and tenants. 
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• Publishing weekly newsletters and other messages to the congregation. 

• Publishing weekly worship bulletins and slideshows. 
• Maintaining building event calendar. 

• Making weekly website updates. 

• Recording member contributions. 
• Maintaining file system and documenting workflow. 

• Inventorying supplies. 
• Attending weekly staff meetings. 

• Assisting as requested with financial audits, stewardship efforts, and leadership 

board meetings. 

Qualifications: 

• Knowledge of office software (word processing, publishing, etc.) and ability to learn 

additional software (membership and financial databases, etc.). 
• Knowledge of general office equipment (copier, postage meter, etc.). 

• Knowledge of financial, accounting, and payroll fundamentals. 
• Excellent communication skills, organizational skills, and interpersonal skills. 

• A heart for ministry with a compassionate and discreet demeanor 

 

Position:  Office Volunteer Coordinator 

Function:  To recruit, train, and schedule volunteers to help with office-related tasks 

Supervisor:  Pastor (or parish administrator) 

Type:  Part-time non-exempt 

Duties: 

• Coordinate volunteers performing the following tasks: 

o Front desk volunteers: answer telephone (answer general questions, direct 
questions to appropriate personnel), first point of contact for visitors/ 

vendors/appointments, sort/file/distribute mail, edit/proofread letters and 
emails as needed, maintain membership roster (make updates and 

copy/distribute list), organize office workroom as needed, create birthday/ 
anniversary lists 

o Procure supplies (office products, cleaning supplies, hospitality supplies, etc) 
o Oversee general Christian education in the absence of a Director of Christian 

Education by performing some of the tasks listed for that position (especially 
scheduling topics/speakers for adult forums, recruiting teachers for first 

communion and affirmation of baptism classes, and helping find curriculum 

resources for Sunday school superintendent and VBS superintendent) 
o Maintain public information systems (e.g. kiosks in narthex) 

o Maintain weekly prayer list (updates, removals, distributions via prayer group 
and email) 

o Update outdoor LED sign (make changes daily, weekly, monthly, as needed) 
o Program bell tower (DST changes, seasonal song selection, etc) 

o Order altar flowers 
o Coordinate marketing material needs upon request 
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• Attend weekly staff meetings when possible 

Qualifications: 

• Excellent organizational skills and relational skills 

• Computer familiarity to keeps lists/charts 

• A heart for ministry and a willingness to be a team member in keeping God’s work 

going at Mt Zion 

 

Position:  Worship Volunteer Coordinator 

Function:  To recruit, train, and schedule volunteers to help with worship services 

Supervisor:  Pastor (or parish administrator) 

Type:  Part-time non-exempt 

Duties: 

• Coordinate volunteers performing the following tasks: 

o Acolytes, assisting ministers, communion deacons, greeters, lectors, nursery 
attendants, ushers, and audio/visual operators for each worship service. 

o Helpers to set up and clean up the altar for communion each Sunday 
o Helpers to count and deposit offerings each week 

• Provide ministry schedule for publication in Grace Notes 

• Attend weekly staff meetings when possible 

Qualifications: 

• Excellent organizational skills and relational skills 
• Computer familiarity to keep lists/charts 

• A heart for ministry and a willingness to be a team member in keeping God’s work 

going at Mt Zion 

 

Position:  Custodian 

Function:  To maintain the church building and grounds 

Supervisor:  Pastor (or Property Committee) 

Type:  Part-time non-exempt 

Duties: 

• Check the building daily (including unlocking appropriate doors before first 

scheduled event of the day, ensuring all doors are locked and lights turned off after 
final scheduled event of the day, checking for significant issues with the building or 

grounds that need to be addressed, and reporting major issues to the Property 

Committee). 
• Provide janitorial services (including regular cleaning of all areas as needed, 

emptying trash/recycling bins, refilling soap/paper dispensors, inventorying supplies 
and requesting more from parish administrator) and/or supervise others in these 
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tasks (if other employees, contractors, or volunteers are assigned to perform some 

of these tasks). 
• Develop and maintain a schedule for janitorial tasks that need to be performed daily, 

weekly, monthly, annually, etc. (including mop/vacuum/dust all rooms, 

clean/sanitize fixtures in bathrooms/kitchens, wash windows, clean carpets, seal 
floors, etc.). 

• Maintain the building (including replacing light bulbs, painting, performing light 
repairs, inspecting temperature controls, monitoring electricity/water/gas usage, 

arranging for regular maintenance of cooling/heating systems) and/or supervise 
others in these tasks. 

• Maintain the grounds (including mowing, trimming, raking, weeding, gardening, 
landscaping, snow/ice removal, spring/fall cleanup, and tree 

trimming/removal/planting) and/or supervise others in these tasks. 
• Maintain church equipment (including mowers, snowblowers, floor cleaners, etc.) 

and/or supervise others in these tasks. 
• When larger repairs by outside contractors are required, coordinate with Property 

Committee to contact outside contractors, get estimates, select contractor, 
supervise workers, and check results. 

• Attend staff meetings when possible. 

Qualifications: 

• Knowledge of janitorial and maintenance procedures for building and grounds. 

• Understanding of cooling/heating systems. 
• Ability to perform painting, light repairs, etc. 

• Good communication skills to coordinate with outside contractors, other staff, and 

volunteers, and good organizational skills. 

 

Position:  Custodial Assistant 

Function:  To perform some of the janitorial services, building maintenance services, or 

grounds maintenance services normally allocated to the custodian 

Supervisor:  Pastor (or custodian or Property Committee) 

Type:  Part-time non-exempt 

Duties: 

• Any subset of the duties of the custodian. 

• Coordinate with custodian for assignment of tasks. 

Qualifications: 

• Knowledge and ability to perform the task(s) assigned. 
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Position:  Director of Choirs 

Function:  To provide vocal and handbell music for worship services 

Supervisor:  Pastor  

Type:  Part-time non-exempt 

Duties: 

• Collaborate with pastor and organist/pianist to schedule special music for traditional 
worship services and some special holiday services. 

• Recruit, promote, and organize rehearsals of adult vocal choir and handbell choir. 
• Lead performances of adult vocal choir and handbell choir for services. 

• Recruit musicians from within the congregation (or acquire outside contractors) to 
provide special music for some worship services from time to time. 

• Coordinate with other musicians for expenditures from music budget. 
• Inventory, acquire, and organize sheet music. 

• Maintain handbells and related instruments. 
• Attend staff meetings when possible. 

• Note:  The director provides music for worship services beginning with the Sunday 
after Labor Day and continuing through Pentecost each year.  In addition, the 

director will be available to provide music on some non-Sunday occasions, including 
Christmas Eve, Ash Wednesday, Maundy Thursday, Good Friday, and Thanksgiving 

Eve.  This is a 9-month position with salary typically pro-rated over a 12-month 

period. 

Qualifications: 

• Experience in leading vocal and handbell choirs. 
• Knowledge of the role of music in Christian worship (preferably including familiarity 

with Lutheran worship services). 
• Good organizational skills and communication skills. 

• A heart for ministry with a compassionate demeanor and a love of music. 

 

Position:  Organist/Pianist 

Function:  To provide organ and piano music for worship services 

Supervisor:  Pastor  

Type:  Part-time non-exempt 

Duties: 

• Collaborate with pastor and director of choirs to schedule regular music for 

traditional worship services, special music for some traditional services and special 
holiday services, and accompaniments for vocal choirs, handbell choirs, and other 

musicians. 
• Provide organ and piano performances for services. 

• Assist director of choirs with rehearsals of vocal choir (and handbell choir, if 
requested). 
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• Recruit musicians from within the congregation (or acquire outside contractors) to 

provide special music for some worship services from time to time. 
• Coordinate with other musicians for expenditures from music budget. 

• Inventory, acquire, and organize sheet music. 

• Maintain organ, pianos, and related instruments. 

• Attend staff meetings when possible. 

Qualifications: 

• Experience playing organ and piano, and accompanying choirs and other musicians. 

• Knowledge of the role of music in Christian worship (preferably including familiarity 
with Lutheran worship services). 

• Good organizational skills and communication skills. 

• A heart for ministry with a compassionate demeanor and a love of music. 

 

Position:  Contemporary Worship Leader 

Function:  To provide regular and special music during contemporary worship services 

Supervisor:  Pastor 

Type:  Part-time non-exempt 

Duties: 

• Collaborate with pastor to schedule regular music (appropriate to liturgical theme 

or season) for contemporary worship services. 

• Schedule, recruit, and coordinate volunteer vocalists/musicians for rehearsals and 
performances 

• Lead performances of volunteer vocalists/musicians for services. 
• Assist church in gathering information required for reporting of copyrighted material 

to appropriate agency (i.e. CCLI). 

• Attend staff meetings when possible. 

Qualifications: 

• Experience playing in and leading contemporary worship groups. 

• Good organizational and communication skills. 

• A heart for ministry with a compassionate demeanor and a love of music. 
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Position:  Director of Christian Education 

Function:  To provide overall coordination and organization of education programs for 

youth and adults 

Supervisor:  Pastor 

Type:  Part-time non-exempt 

Duties: 

• Collaborate with pastor, Sunday School superintendent, VBS superintendent, and 

youth ministry coordinator to design and deliver Christian education programs to 
youth and adults which support lifelong learning and conform to the teaching of the 

Lutheran Church, parish needs, and contemporary culture. 
• Recruit, train, supervise, and evaluate teachers and other education staff (including 

Sunday School superintendent, VBS superintendent, and youth ministry 
coordinator). 

• Identify adult education opportunities inside and outside the church (including 
organization of retreats). 

• Schedule topics/speakers for adult education hour (between services during the 
school year). 

• Coordinate education program components (including space, time, materials, 
people, budget, and physical resources) between education programs. 

• Obtain resources (e.g. textbooks, curriculum, audiovisual aids) which complement 

the education program. 
• Promote the education program to participants, parents, and congregation. 

• Conduct program evaluation at all levels, give feedback to appropriate groups, and 
adjust programs accordingly. 

• Attend staff meetings when possible. 

Qualifications: 

• Knowledge of education concepts. 
• Good organizational skills and communication skills. 

• A heart for ministry with a compassionate demeanor. 

 

Position:  Youth Ministry Coordinator 

Function:  To provide spiritual direction and education to middle school and high school 

youth (outside the Sunday School program) 

Supervisor:  Pastor (or director of Christian education) 

Type:  Part-time non-exempt 

Duties: 

• Collaborate with pastor and Congregational Council to develop and implement 
ministry of middle school and high school youth. 
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• Organize a parent/youth-driven program that includes service to the congregation 

and community, spiritual development of youth, and participation in synod and 
national gatherings.  (Youth and adults working together in ministry facilitates the 

development of healthy relationships between adults and youth and grows youth 

self-esteem and relationship with God.) 
• Meet weekly with youth during school year (ideally, Sunday mornings) to develop 

rapport with them, encourage their friendships with each other, and offer spiritual 
guidance. 

• Coordinate regular classes for affirmation of baptism students (starting in the 
beginning of sixth grade and continuing through the fall of ninth grade), including 

teaching the lessons personally or recruiting volunteers to teach. 
• Plan, promote, and lead social activities, service projects, and fundraisers (usually 

one event a month). 
• Plan, promote, and lead one trip each year for middle school youth (usually a 

weekend in the winter). 
• Plan, promote, and lead one trip each year for high school youth (usually a week-

long service trip or national gathering in the summer). 
• Recruit and coordinate with youth leaders and parent volunteers to help with above 

tasks when possible. 

• Attend staff meetings when possible. 

Qualifications: 

• Excellent ability to engage with and encourage middle school and high school youth. 
• Good organizational skills and communication skills. 

• A heart for youth ministry, with a compassionate demeanor. 

 

Position:  Sunday School Superintendent 

Function:  To provide spiritual direction and education to grade school youth 

Supervisor:  Pastor (or director of Christian education) 

Type:  Part-time non-exempt 

Duties: 

• Plan and acquire Sunday School curriculum. 
• Plan calendar for school year. 

• Recruit volunteer Sunday School teachers, music staff, and helpers. 
• Plan and execute Rally Day. 

• Provide training for teachers (usually August planning/orientation meeting, 

September training, January refresher). 
• Visit classrooms and provide feedback to teachers. 

• Plan and execute Christmas program. 
• Plan and execute end-of-year celebration and teacher appreciation. 

• Attend staff meetings when possible during (and just before the start of) the school 

year. 
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Qualifications: 

• Good organizational skills and communication skills. 

• A heart for youth ministry, with a compassionate demeanor. 

 

Position:  Vacation Bible School Superintendent 

Function:  To provide spiritual direction and education to grade school youth during 

summer vacation 

Supervisor:  Pastor (or director of Christian education) 

Type:  Part-time non-exempt 

Duties: 

• Plan and acquire VBS curriculum. 

• Schedule VBS dates and events. 
• Recruit volunteer VBS teachers, music staff, and helpers. 

• Attend VBS and provide feedback to teachers. 

• Attend staff meetings when possible just before the start of VBS. 

Qualifications: 

• Good organizational skills and communication skills. 

• A heart for youth ministry, with a compassionate demeanor. 

 

Position:  Website Coordinator 

Function:  To develop and maintain the church’s website 

Supervisor:  Pastor (or Marketing Committee) 

Type:  Part-time non-exempt 

Duties: 

• Collaborate with Marketing Committee to develop, maintain, and improve the 

church’s website. 
• Correct key details such as worship service times, personnel names, and contact 

information, etc., as soon as possible. 
• Update blog entries and sermon transcripts from time to time. 

• Respond to public comments on website, including policing for spam and 
inappropriate comments. 

• Instruct the parish administrator or office assistant in regular update of events and 
newsletters on the website. 

• Recruit volunteers to provide content for blog posts, and edit and publish their 

content. 
• Assist the social media coordinator with social media maintenance when requested. 

• Attend staff meetings (or Marketing Committee meetings) when possible. 

Qualifications: 

• Knowledge of webhosting and editing software tools. 
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• Knowledge of graphics design. 

 

Position:  Social Media Coordinator 

Function:  To develop and maintain the church’s social media presence 

Supervisor:  Pastor (or Marketing Committee) 

Type:  Part-time non-exempt 

Duties: 

• Collaborate with Marketing Committee to develop, maintain, and improve the 
church’s social media presence 

• Correct key details such as worship service times, personnel names, and contact 
information, etc., as soon as possible. 

• Post regularly (ideally daily) on Facebook, especially notification of upcoming 
events. 

• Post occasionally (ideally, at least once per week) on Instagram, especially photos 
of recent events. 

• Respond to public posts or comments on sites, including policing for spam and 
inappropriate comments. 

• Recruit volunteers to help provide photos of recent events and help make posts, 
provide instruction in posting, and supervise their postings. 

• Assist website coordinator with website maintenance when requested. 

• Attend staff meetings (or Marketing Committee meetings) when possible. 

Qualifications: 

• Knowledge of social media tools and concepts. 

• Knowledge of graphics design. 

 

Position:  ITS Coordinator 

Function:  To develop and maintain the church’s information technology and services 

Supervisor:  Pastor (or parish administrator) 

Type:  Part-time non-exempt 

Duties: 

• Maintain and improve church intranet, computers, routers, and related equipment. 

Qualifications: 

• Knowledge of computer network design and maintenance. 
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Appendix B:  Employment Application 

Example of a form to be completed by applicants for full-time, part-time, or temporary 

employment at the church:  (This document can be opened, edited, and saved.) 

Job Application.docx
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Appendix C:  Contractors 

Independent contractors are primarily governed by their contract, which they are 
responsible to draft and submit to the Congregational Council for approval.  An example 

contract is provided below for reference, and it can be tailored by each contractor as 

desired. 

The contract should contain a very specific list of the services to be provided by the 

contractor, the compensation to be provided for these services, and the person or church 

body that will be responsible for supervising the work of the contractor. 

Example contract to be modified/personalized by the contractor:  (This document can be 

opened, edited, and saved.) 

contractor_agreemen

t_generic.docx  
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Appendix D:  Annual Performance Review 

Example of a performance review form:  (This document can be opened, edited, and 

saved.) 

self_evaluation.docx
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Appendix E:  Background Check Disclosure 

A disclosure and consent form must be signed by each applicant, employee, contractor, 
or volunteer before background checks can be performed, especially by a third party.  This 

is an example of an acceptable form:  (This document can be opened, edited, and saved.) 

Background Check 

Disclosure.docx  

Note:  Third party providers of background checks will often provide a disclosure and 

consent form in their own preferred format, which the church should use instead. 


