North Point Community Church

Job Description

Job Title:

(Enter title here)

Purpose Statement:

(Enter purpose statement here)

Reports to:

(Enter supervisor’s title here)

Responsibilities:

(List responsibilities here)

Work Schedule:

(Total hours to be worked each week and schedule)

North Point Ministries

Job Description

Job Title:

Executive Director of Administration

Purpose Statement:

To lead people into a growing relationship with Jesus Christ by empowering the organization directing and coordinating the administrative functions of the church

Reports to:

Senior Pastor

Responsibilities:
· Directs activity of administrative functions of the church including accounting, information services, website, facilities, and personnel 

· Reviews legal issues of the church and consults legal counsel when necessary

· Negotiates and monitors banking relationships

· Serves on building committee and oversees construction projects and purchase of property 

· Serves on personnel committee and oversees salary and benefits administration for staff

· Assesses and purchases appropriate insurance coverage for property, casualty, and other needs

· Acts as primary signatory for checks disbursed from all funds of North Point Ministries, Inc.

· Gives financial and other administrative reports to MTRs

· Assists in development of North Point Foundation

· Assesses and negotiates appropriate benefits coverage for staff

· Represents Administrative departments on the Leadership Team

· Serves on stewardship team as staff representative

· Serves on elder board to provide pertinent information

· Serves as secretary of North Point Ministries, Inc. and acts in capacity as officer of the corporation as necessary

· Performs other duties as assigned by the senior pastor

Work Schedule:

Regular office hours, Monday–Thursday and Sundays

40 hours/week

North Point Ministries

Job Description

Job Title:

Assistant to Executive Director of Administration

Purpose Statement:

To lead people into a growing relationship with Jesus Christ by assisting the Executive Director of Administration with the management of administrative business and staff members

Reports to:

Executive Director of Administration

Responsibilities:
· Coordinates calendar and scheduling of appointments

· Maintains correspondence via phone and email

· Serves as primary contact for staff, vendors, and others regarding inquires about church administration

· Manages multiple projects primarily related to: real estate, banking, insurance, legal, demographic assessment, office space (including furniture and equipment)

· Maintains and organizes business records and information

· Orders and supervises installation of office furniture and workstations

· Maintains up-to-date schedule of workstation assignments and office space

· Coordinates monthly administrative staff meetings

· Works with interior designers to ensure a uniform look throughout the facility

· Manages Office Coordinator and Receptionists

· Performs other duties as assigned by the Executive Director of Administration

Work Schedule:

Regular Office Hours, Monday-Friday

40 hours/week

North Point Ministries

Job Description

Job Title:

HR Director

Purpose Statement:

To serve the staff of North Point Ministries by handling all benefits-related and human resources needs. 

Reports to:

Executive Director of Administration

Responsibilities:
· Oversees enrollment of benefits (medical, dental & life insurance, flexible spending accounts, long-term disability, workmen’s comp & COBRA)

· Communicates benefit information and changes to staff

· Assist staff with medical, dental, 403b, and workmen’s comp questions and issues

· Completes annual census for medical/dental, flexible benefits, 403b participation

· Updates Personnel Manual and communicates changes to staff

· Maintains employee databases and files

· Schedules & directs new employee orientation

· Reconciles benefit invoices (medical, dental & life insurance, Section 125, 403b payments & 403b loans, long-term disability)

· Processes background checks for all staff; reconciles invoices for staff and volunteer background checks

· Receives all incoming resumes and requests for job information; distributes resumes to hiring managers as needed

· Maintains and updates list for approved, open positions

· Communicates all new staff payroll information and changes to Director of Accounting

· Processes new staff paperwork

Work Schedule:

Regular office hours, Monday–Friday

40 hours/week

North Point Community Church

Job Description

Job Title:

Executive Director of Service Programming

Purpose Statement:

To serve the Service Programming Division by providing leadership to the division and overseeing all operations.

Reports to:

Senior Pastor

Responsibilities:

• Develop and oversee: Production, Drama, Music, Resources, Visual Arts & Host     

    teams including budget and special events for NP campus

• Leads planning team for worship services

• Serves as division director for multi-site campuses

• Master plan for multi-site campus auditorium & equipment purchases

• Produces special events

• Creates interdependence of six teams


Orientation once a year


Quarterly Newsletter for Division


(2) Special Events


Division Retreat (every two years)

Work Schedule:

40 Hours

Sunday (7.5), Monday (10), Tuesday (10), Wednesday (2.5), Thursday (10),

North Point Community Church

Job Description

Job Title:

Production Director

Purpose Statement:

To serve the Service Programming Division by providing leadership to the

production department and overseeing all production-related operations. 

Reports to:

Executive Director of Service Programming

Responsibilities:

• Leads the Production Team

-Enlist & follow through of new members


-Build community



Leadership meetings & dinners



Interviews with new members



Regular team functions & meetings

-Cast vision for the Production Team and lead the production meetings


-Develop staff and key leaders

• Produces the worship service

• Oversees:


-Scheduling


-Installation of new equipment


-Maintenance of equipment


-Tech schedule / stage set up


-Monthly update


-Training

• Develops special events for the Production Team 


-Retreats


-Get-togethers


-Training sessions

• Determines Budget

• Establishes apprentice program

• Functions as production liaison at weekly planning meeting

• Works with Executive Director of SPD and Lead Producer to ensure all technical needs 

    for Sunday’s worship service are met

• Attends weekly department directors meetings and communicates SPD issues to the 

    production staff

Work Schedule: 40 Hours Sunday – Thursday

