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From the Pastors Desk: 

Greetings GVWC Leaders, 
 
God has ordained you for such a time as this (Esther 4:14). We are so 
excited to have you as part of the GVWC ministry team. After much 
prayer and fasting God has laid you on our hearts to serve in your area 
of ministry. This is the beginning of a great journey, not only to your 
destiny but the destiny God has ordained for GVWC. God has 
entrusted you to play an important role in His purpose for this great 
ministry.  
 

As a leader of GVWC, you will be held to a greater level of accountability. To whom much is given, much 
will be required (Luke 12:48). You have received a Ministry description in your ministry packet. This 
ministry description will assist you in fulfilling your responsibility. You are not, however limited to the 
tasks listed in the description. The sky is the limit! We encourage you to seek God’s direction concerning 
your ministry, lead and serve as He directs.  
 
Each ministry has been assigned a Division Leader. Your Division Leader will serve as your point of 
contact for any questions or concerns about your ministry. Each Division Leader will filter and forward 
any pertinent information requiring our attention.  Minister Montae Bryant serves as Pastoral 
Administrator. All emails and phone calls received from Minister Bryant will be considered coming from 
the Pastors and should be acknowledged immediately.  
 
Each ministry leader has been assigned a church email account. It is important that you activate this 
email address immediately. We will use your email address to disseminate important ministry 
information. Be sure to check your email regularly. If you have any questions concerning your email 
account, see the Media Communications Director.  
 
All leaders are required to attend the monthly leadership meeting. This meeting is held the 2nd Sunday 
of each month at 4:30pm (See calendar in your packet). If you are not able to attend, please contact the 
pastoral administrator.  
 
We look forward to working with you as we pursue the heart of God, build the Kingdom of God and 
witness the manifestation of God’s power in the earth.  God bless you for your willingness to embrace 
the vision. 
 
In His Love, 
 
 
Bishop Michael & Janice Roseboro, Pastors 
“Excellence our Goal, Righteousness the Standard.” 
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Division One: 

 
 

 

 

 

Division One:

Min. Matisha
Hamilton

Pastoral Care 
Ministries

Head Armourbearer
(For Bishop Mike):
Min. Aldostin Byrd

Head Curator:

Min. Kimberly Byrd

Care Group Leaders

CG #1
Min. Matisha 

Hamilton

CG #2
Min. Lucille 

Williams

CG #3
Brenda Reddick

CG #4
Min. Rose Byrd

CG #5
Min. Onzer 

Brown

CG #6
Kira Reddick

CG #7
Linda Williams

CG #8
Min. Wanda 

Carter

CG #9
Jeremy Reddick

CG #10
Bishop & Pastor

Pastor’s Aid 
Committee

Min. Matisha
Hamilton

Pastor’s Administrator

Min. Montae
Bryant

Music Ministry 

Director:
Sis. Devonia Netcliff

Music Department

Devonia Netcliff

Media Communications 
Ministry:

Min. Montae Bryant

Drama Team:
Min. Lucille Williams

Puppet Ministry:
Min. Terri Gipson

Adult Mime/
Flag Ministry Director:

Min. Tracey Clark

Youth Mime Ministry 
Director:

Rachel Nelson
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Division Two: 

 
 

Division Two:

Sis. Kira Reddick

Educational 

Ministries

Education Director:

Min. Wanda Carter

Sunday School

Director:
Min. Aldostin Byrd

VBS Director:

Sis. Pam Eason

New Convert Director:

Min. Tiffany Rouse

New Members Ministry Director:

Min. Matisha Hamilton:

Standardized 

Ministries

Couples and Family Ministry:

Min. Tiffany Rouse &
Bro. Charles Rouse

Single’s Ministry

Sis. Linda Williams

Women’s Ministry:

Min. Tracey Clark

Senior/Joy Ministry:

Sis. Brenda Reddick

Youth Ministry:

Bro. Jeremy Reddick & Sis.LaDonn
Woodson

Yout Conference/Program Coordinator:

Min. Montae Bryant

Youth Activities Coordinator:

Sis. Latasha Williams

Children’s Ministry:

Sis. Kira Reddick

Men’s Ministry:

Min. Aldostin Byrd

Women’s Fitness:

Min. Sandra Koonce
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Division Three: 

 
 

 

 

Division Three:

Sis. Pam Eason

Public Relations

Public Relations Director: 

Min. Teresa Davis

Greeters Director:

Yolanda Sanders

Bulletin Board Monitor:

Passhon Jones

Usher Board Ministry 

Director:
Min. Lucille Williams

Announcement 

Coordinator:
Min. Lakima Walker

Church Event Coordinator:

Min. Montae Bryant

Church Support Ministries

Special Services 

Coordinator:
Min. Lucille Williams

Healthcare Ministries:

Min. Rose Byrd

Heritage/Mission Trip 

Coordinator:
Sis. Cynthia Johnson

Permit  Ministry 

Coordinator:
Sis. Pam Eason

Bereavement Director:

Sis. Pam Eason

Special Event Decorating 

Ministries
Min. Tracey Clark

Hospitality Ministries 

Director:
Min. Michelle Harper
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Division Four: 
 

 
 

 

 

 

 

 

Division Four:
Min. Kim Byrd

Executive Ministries

Church Clerk:
Min. Kim Byrd

Office Manager/Administrator:
Min. Wanda Carter

Church Co-Administrators:
Min. Kim Byrd

Min. Judy Pugh

Treasurer:
Min. Judy Pugh

Finance Committee:
Bishop Michael & Pastor 

Janice Roseboro

Project and Planning Ministries

New Bldg. Event/
Fund Raising Committee:

Sis. Pam Eason

New Building PR:
Min. Aldostin Byrd

New Building Planning 
Committee

Min. Matisha Hamilton
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Division Five: 

 

 

 

  

Division Five:
Min. Aldostin Byrd

Facility Services

Property 
Management Team:

Tyrone Sanders

Security Team:
Tyrone Sanders

Transportation 
Department:

Bro. Marshall Chavis

Church Cleaning 
Committee 

Coordinator:
Wongtzu Henriques

Parking Lot 
Attendant:
Cal Hart

Cleaning Supply 
Coordinator:

Min. Lucille Williams

Evangelistic 
Ministries

Ministers Director:
Min. Onzer Brown

Literature 
Coordinator:

Cynthia Johnson

Intercessory Prayer 
Director:

Min. Rose Byrd

Intercessory Prayer 
Setup Director:

Sis. Cynthia Johnson

Head Moderator:
Min. Alodstin Byrd

Visitors 
Correspondent:

Min. Montae Bryant

Restoration 
Coordinator:

Min. Rose Byrd

Evangelism Service 
Coordinator:

Min. James Hamilton

Sick & Shut in 
Ministries Director:

Min. Lucille Williams

Evangelism Director:

Min. Lakima Walker
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Division Leaders:  
Ministry Description 

 Serve as P.O.C. (Point of Contact) for all information to be disseminated to their departments 

 Serve as P.O.C. for all information or issues requiring Pastoral attention  

 If required, meet with department leaders to get feedback on their department 

 Address any appropriate issues that you can or document their concerns and give to pastors 

 Report to all assigned meetings 
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All Leaders: 
Ministry Description 

 

 Pray and fast for your department each day 

 Always support your Pastors and the God assigned vision of this house 
o If this is not possible for you after you have prayed.  Please resign your position. 

 Each leader that is in charge of a service must be in place and on time 

 Support and boost all state and general assemblies  

 Support and boost all church rulings and regulations 

 Make pastors aware when you will not be in service 

 Plan and coordinate dates for any events with Min. Montae before scheduling 

 Consult with Pastor, through division Administrator, before inviting or asking any minister to 
preach (In-house or out) 

 If you have any immediate problems that you cannot resolve in your department, please refer to 
Deacon. 

 Any leader needing to meet with the Pastor after having consulted with division head and 
deacon please complete a Pastoral Consultation Form located outside office and place in proper 
box outside office. 

 Attend all services when possible 

 Stay prayed up and available to assist when needed in any area of ministry 

 Boost soul winning regularly.  Encourage it until souls are won. 

 Support pastor’s and minister’s away engagements when possible 

 All leaders are expected to attend Sunday Intercessory Prayer and at least one hour of all night 
intercessory prayer 

 Responsible for maintaining records of funds allotted by Finance Committee for your 
department and any funds raised by your department  

 Leaders must obtain Pastoral approval for all purchases.  A request form must be completed and 
submitted for approval1.  

 Refunds will be issued on the first and 15th of each month. (no exceptions) 

 All receipts must be accompanied by a request form, and promptly turned in to the office for 
filing 

 When giving vital information to your subordinates use a typed memo and have them sign off 
on it (This serves as a point of reference) 

 Make sure to stress the importance of church body support during deaths within your 
department  

  

                                                             
1
 Any item over $10 without prior approval will not be honored. 
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Care Group Leaders: 
Ministry Description 

 

 Create a grievance team in the event someone dies in the church   
o Grievance team will visit home and carry food and drinks, clean or whatever deemed 

necessary to help 

 Sign out key for cleaning church Sunday/Wednesday prior to scheduled cleaning 

 Attending Monthly Care Group Training is mandatory (Check website for dates) 

 You are required to attend 9 a.m. prayer and at least one hour of all night prayer 

 Attempt to restore any backsliders assigned to your group 

 Advise Pastor of any backsliders who have chosen to discontinue attendance (Obtain and 
forward address and phone number of any member desiring transfer of membership)  

 Conduct monthly meetings in various homes (attempt to conduct meetings in homes of 
unsaved whenever possible) 

 Attempt to conduct meetings at prospective Christian’s home when possible. 

 Contact each member regularly to ascertain spiritual condition 

 Encourage individual participation by assigning speaking topics, etc. 

 Pray daily for each member. 

 Ensure your group cleans the church during scheduled month1 and completes a cleaning 
checklist (located outside pastor’s office)   

o Bathrooms  
o Vestibule 
o Utility room 
o Sanctuary 
o Sunday School Room 
o Halls 
o Lock church and complete Lock-up Checklist located at front door or door near pastor’s 

office.  
o Make sure sign-out list is followed.  No exceptions 

 
 

                                                             
1
 See schedule in packet and on Pastor’s board. 
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Armourbearer: 
Ministry Description 

 Assist the Bishop/Pastor with spiritual tasks and assignments concerning the ministry 

 Maintain a servant’s heart and remain submissive to leadership 

 Pray and fast regularly for the Bishop/Pastor, family and the GVWC vision 

 Live a consecrated life in order to be a help and not a hindrance to the working of the Spirit 

 Maintain focus and dedication to the overall vision of the ministry and the needs of the 

Bishop/Pastor and be willing to assist Bishop/Pastor even when off-duty 

 Anticipate pastoral needs and avoid having Bishop/Pastor remind you of routine requirements 

 Be alert to Pastoral overload during altar work and limit prayer in the event Bishop/Pastor 

appears to suffer from exhaustion 

 Serve as a protective shield to the Bishop/Pastor from the attacks of the enemy 

 Assist with altar ministry/prayer upon request 

 Serve as point of contact for all pastoral engagements 

 Secure and handle Bishop/Pastor’s personal property with care 

 Ensure all pastor’s property is packed properly when being transported to and from 
engagements 

 Create a checklist of all items needed when pastors are traveling leisurely or for ministry 
purposes 

o Checklist for leisure/vacation 

o Checklist for speaking engagements and conferences 

o Checklist for General Assembly, State Conventions, etc. 

 Arrive at the church at least 30 minutes prior to the start of your shift to prepare and ensure 
church and office is clean 

 In the event Bishop/Pastor is preoccupied with pastoral duties, do not hesitate to make them 
aware of any pertinent information 

 Do not allow Bishop/Pastor to be disturbed when preparing for a sermon 

 Attend monthly reviews held by Head Curator to give feedback and insight on how to better 
assist leadership 
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Head Curator: 
Ministry Description 

 Watch and Pray for Pastors daily 

 Pray for yourself daily.  Remember you are a target because of your call to this type of 
ministering 

 Stay alert and be mindful of leadership 

 Ensure that pastoral leadership is relieved from unnecessary stresses/interruptions that could 
hinder the delivery of the Word of God.  

 Live a life above reproach (Pray, love, be free from gossip and Tithe) 

 Always respect leadership 

 Arrive 30 minutes early when scheduled to curate 

 Pray to be sensitive and obedient to Holy Ghost in serving leadership 

 Observe other curators and evaluate for monthly review1 

 Attend prayer on Sunday and 3 hours intercessory prayer 

 Assign curator to pastors during every service and engagement 

 Secure Drivers as needed 

 Keep records of reminders for leadership 

 Train new curators with passion 

 Assist PAC and attend meetings 

 Meet with curators monthly to discuss ways to better serve leadership  

 Make sure clean glasses and drinks are available 

 Schedule office cleanings 

 Prepare hotel rooms and stock snacks 

 Ensure supplies are stocked 

 Set up screens, projectors, microphones and any equipment needed for teaching 

 Robes dry-cleaned monthly as needed and available for service 

 Ensure that lap scarves, accessories and handkerchiefs are available at all times 

 Secure all pastoral belongings (from pulpit and at away engagements) 

 Assist pastors with cleaning and/or any assistance that may arise 

 Secure hotel and airline reservations as needed 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

                                                             
1 Curator: Evaluation forms are available in office (see Bishop)  



 

 

2
0

1
0

-
2

0
1

1
 

23 GVWC Ministry Appointment Manual 

 

Deacon: 
Ministry Description 

 Serve alongside and in harmony with the Bishop/Pastor as servant to the congregation 

 Complement the Office of the Bishop/Pastor 

 Serve more in the temporal needs of God’s work, such as coordinating relief to the poor. 

 Conduct church business affairs and conferences when officially authorized by the pastor or 

overseer 

 Teach and defend the gospel of Jesus Christ 

 Baptize and administer the Lord’s supper and the washing of the saints’ feet as authorized by 

the Bishop/Pastor 

 Report quarterly at the business conference and annually to the national/regional/state 

overseer 

 Maintain and lifestyle of prayer, fasting and worship 

 Encourage unity within the body 

 Promote the vision given by God to the Bishop/Pastor 

Pastoral Aid Director: 
Ministry Description 

 Provide on-going training to all committee members and monitor support services offered 

directly and indirectly to Leadership 

 Encourage committee members and members to support leadership via prayer and fasting, 

servitude, attending in-house and community engagements, and gift giving   

 Serve as a guide for varied fundraisers to offset church cost for scheduled events. Also 

responsible for boosting special events 

Pastoral Aid Administrative Assistant: 
Ministry Description 

 Designs special event programs1 

 Assist in sending out reminder calls to committee, as needed, other duties as assigned 

 Boost special events 

 

 

                                                             
1
 Pastoral Aid Administrative Assistant: The Church Publication Editor prior to dissemination must approve all material.  
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Pastoral Aid Assistant Director: 
Ministry Description 

 Assist Director in providing on-going training to all committee members and monitor support 

services offered directly and indirectly to Leadership 

 Assist with establishing calendar dates for programs, scheduling and arranging events, 

connecting with various vendors, etc.  

 Serve as a guide for varied fundraisers to offset church cost for scheduled events. 

 Boost special events 

Pastoral Aid Event Treasurer: 
Ministry Description 

 Write checks for needed expenditures or reimbursement requests.  

 Reconciles bank statements. 

Pastoral Aid Head Decorator: 
Ministry Description 

 Decorate church and banquet facilities during special events 

 Schedule and arranging for needed materials to be removed from storage 

 Ensure material used from storage returns cleaned 

 Keep and accurate  inventory database of all decorating material 

Pastoral Aid Head Decorator: 
Ministry Description 

 Assist Head Decorator 

 Decorate church and banquet facilities during special events 

 Schedule and arranging for needed materials to be removed from storage 

 Ensure material used from storage returns cleaned 

 Keep and accurate  inventory database of all decorating material 

Pastoral Aid Treasurer: 
Ministry Description 

 Receive funds during large events  

 Reconcile register 
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Pastoral Administrator:1 
Ministry Description 

 Assist the pastors with various administrative tasks 

 Prepare pastors quarterly report for business meeting 

 Prepare and submit pastoral visits for monthly reports 

 Serve as liaison to ministry leaders concerning pertinent information from pastors 

 Aid in preparation of monthly leadership meetings 

 Create pastoral letters, forms etc. as needed 

 Arrange pastoral meetings with members, leaders, etc. 

 Maintain pastoral calendar 

 Inform of important upcoming events pertaining to pastors 

 Maintain a lifestyle of regular bible study, prayer, fasting, and worship 

 Remain alert and be mindful of the needs of leadership 

 Keep records of reminders for leadership 

 Work closely with pastoral curators/armourbearers to ensure pastors’ needs are met  

 Assume responsibility for any tasks that may keep the pastors away from the word and prayer 

 Ensure pastors have all required equipment when traveling to minister (i.e. projector, printer, 

handouts etc.) 

 Ensure pastoral business cards are fully stocked and up-to-date 

 Assist where needed 

 

 

 

                                                             
1
 Pastoral Administrator: This list is not an exhaustive list.  Please add as the Holy Ghost leads. 
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Audio Production Engineers: 
Ministry Description 

• Perform all tasks assigned by the Audio Production Division Leader 
• Arrive 45 minutes prior to the start of your assigned service to test and setup equipment 
• Obtain a copy of the order of service prior to the start of service 
• Ensure sound and music is ready for queue at appointed time (i.e. countdown, media 

presentations, announcements, mimes) 
• Manage the soundboard at all times ensuring microphones and instruments are kept at proper 

levels 
• Attend training sessions and meetings as instructed by the division leader 
• Record all sermons and/or teachings1 
• Edit and prepare all audio recordings with labels and packaging for the purpose of sale and 

distribution 
• Log all audio recording in the CD log 
• Handle all equipment with care 
• Pray for your area of ministry 
• Prepare and pack equipment for away services 
• Sign out all CD/DVDs 
• Contact the Audio Production Division Leader prior to absences or tardiness 

Audio Production Division Leader: 
Ministry Description 

• Oversee the Audio Production Engineer Team 
• Conduct ongoing training for audio engineering and editing 
• Coordinate schedules for the audio production team 
• Ensure proper care of all equipment 
• Ensure all sermons and teachings are recorded 
• Ensure all audio recordings are edited and prepared with labels and packaging for reproduction 

and distribution 
• Maintain accurate record of all recordings 
• Complete and submit an order form for all needed equipment1 
• Conduct Monthly Meetings 
• Arrive 45 minutes prior to the start of service to test and ensure proper setup of equipment 
• Ensure each team member is aware of the order of service prior to the start of that service 
• Ensure a production engineer is assigned to every service (i.e. Sunday, Wednesday, special 

services, away events) 
• Ensure audio equipment is prepared and packed for away events 
• Pray for and with your team members and area of ministry 
• Gain knowledge and expertise in your area of ministry 
• Perform other tasks as assigned by the Creative Director 
• Contact the Creative Director prior to absences or tardiness 

                                                             
1
 Audio Production Engineers: Make sure edited and packaged copies of recordings are given to hospitality, the media sales and marketing team, and web 

technology team. 
1
 Audio Production Division Leader: A request must be submitted for CDs once you are down to the last spindle 
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Choir Director:1 
Ministry Description 

 Seek God for guidance in this ministry area 

 Work with the Minister of Music 

 Ensure practices maintain order and reverence in the House of God 

 Practices held weekly or bi-weekly 

 Introduce new songs monthly 

 Lock up and clean up after each rehearsal 

 Be prepared on appointed Sundays 

 Help organize music workshops and conferences 

 Assist in fundraisers for department 

 Be available to direct all choirs  

 Teach songs in absence of Minister of Music 

 Call Section leaders or caller  

 Oversee the Choir in the absence of the Minister of Music  

 Coordinate Colors  

 Help keep record of robes 

 Obtain a Department monthly Calendar 

 Delegate Sectional Leaders 

 Grow in your ministry area (Workshops, and other resources) 

 Give prior notification to Minister of Music of Absences 

 Ensure area is cover in the event you are absent 

 Assist with moving and packing equipment for away events 

 Be willing to assist with any duties that are not listed 

Church Photographers: 
Ministry Description 

 Perform all tasks assigned by the Photography Division Leader  

 Take photos at all special events (i.e. new members, baptisms, anniversaries, outings, baby 
dedications etc.)  

 Take impromptu photographs of services 

 Edit and prepare photos for printed media, video presentations, etc. 

 Create and maintain an archive of all GVWC photos on CD 

 Store all photo CDs in the assigned case in the sound booth 

 Label all photo CDs with the name of the event and the date 

 Handle all equipment with care 

 Return all equipment to the appropriate place at the end of all services 

 Attend all training's and meetings as instructed by the Photography Division Leader 

 Sign out blank CD/DVDs 

 Contact the Photography Division Leader prior to absences or tardiness 

                                                             
1
 Choir Director: Each of these descriptions may be altered by the Music director and are to be adhered. 
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Church Photography Division Leader: 
Ministry Description 

 Perform all tasks assigned by the Creative Director  

 Ensure a photographer is assigned to all special events. (i.e. new members, baptisms, 
anniversaries, outings, baby dedications etc.) 

 Ensure a camera is present at every service 

 Schedule routine impromptu photo shoots for services twice a month  

 Obtain knowledge of techniques photography 

 Hold ongoing training for photography 

 Ensure all photos are edited and archived appropriately 

 Ensure proper care of equipment 

 Ensure equipment is returned to the appropriate place at the end of all services 

 Conduct monthly meetings 

 Contact the Creative Director prior to absences or tardiness 

Church Publication Editor/Graphic Design Division Leader: 
Ministry Description 

 Perform all tasks assigned by the Creative Director 

 Ensure cutting edge designs are created for all printed media  

 Approve all printed and electronic media, letters etc. before disbursement  

 Ensure GVWC’s newsletter is created and distributed monthly 

 Ensure all programs and events are properly promoted 

 Ensure standardize letters are updated with the latest information 

 Assign projects and tasks as submitted by ministry leaders 

 Ensure all graphics and designs are appropriate 

 Conduct ongoing training for the Church Pub/Graphic Design team 

 Ensure proper care of equipment 

 Ensure software is kept up-to-date 

 Maintain an archive of all printed media files on disk/hard drive and place in assigned storage 

 Utilize various software applications to assist with publication 

 Ensure the newsletter and flyers are submitted to the web tech team in electronic format to be 
uploaded to the website 

 Conduct monthly meetings 

 Contact the Creative Director prior to absences or tardiness 
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Church Publication/Graphic Design Team Members: 
Ministry Description 

 Perform all tasks assigned by the Church Pub/Graphic Design Division Leader 

 Create cutting edge designs for all electronic and printed media 

 Create and maintain standardize letters for GVWC ministries 

 Create and Maintain the GVWC newsletter  

 Submit newsletters and flyers to the to the web technology team in electronic form 

 Attend training and meetings as instructed by the Church Pub/Graphic Design Division Leader 

 Place all files created on assigned disk/hard drive  

 Handle all equipment with care 

 Attend all training's and meetings as instructed by the Church Pub/Graphic Design Division Leader 

 Contact the Church Pub/Graphic Design Division Leader prior to absences or tardiness 

Equipment Coordinator: 
Ministry Description 

 Oversee Equipment when loading and unloading for travel 

 Coordinate with Creative Director for all equipment needed  

 Attend 9am prayer 

 Maintain an archive of all equipment 

 Seek God for guidance in this ministry area 

 Obtain a Department monthly Calendar 

 Grow in your ministry area (Workshops, and other resources) 

 Give prior notification to Minister of Music of Absences 

 Assign an assistant in the event you are absent 

 Be a good steward of local church’s property 

 Assist with moving and packing equipment for away events 

 Be a spiritual leader to your group (lead them in prayer, fasting and worship) 

 Be willing to assist with any other duties that are not listed 
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Ezekiel Drama Team Director: 
Ministry Description 

 Oversee the Drama Department 

 Create and perform biblically inspired plays and skits 

 Seek God for guidance in this area of ministry 

 Maintain a consistent rehearsal time 

 Submit all scripts and ideas to the Minister of Music for approval prior to conducting the first 
rehearsal. 

 Conduct a dress rehearsal prior to ministering before the congregation1 

 Contact the Props Coordinator to provide all necessary props for your productions2 

 Contact the Creative Director and/or Minister of Music to provide sound effects and music for 
your productions.3 

 Attend 9am prayer 

 Grow in your ministry area (Workshops, and other resources) 

 Give prior notification to Minister of Music of Absences 

 Assign an assistant in the event you are absent 

 Be a good steward by taking care of the local church’s property 

 Obtain a Department monthly Calendar 

 Assist with moving and packing equipment for away events 

 Be on Music & Arts Finance and Planning Committee  

 Be willing to assist with any other duties that are not listed 

Information Technology Division Leader: 
Ministry Description 

 Perform all tasks assigned by the Creative Director 

 Conduct monthly maintenance and updates on all computers, printers, routers etc.  

 Perform troubleshooting for all computers, printers, projectors, etc. upon request 

 Maintain a database of all technical equipment and serial numbers 

 Ensure the projector and/or screen is setup for all classes 

 Conduct ongoing training for all GVWC staff and member on the latest software/ hardware 

 Maintain GVWC’s network 

 Ensure proper care of equipment  

 Conduct monthly meetings with team members 

 Contact the Creative Director prior to absences or tardiness. 
 
 
 
 
 

                                                             
1
 Ezekiel Drama Team Director: The Minister of Music must be present at the dress rehearsal for approval.  

2
 Ezekiel Drama Team Director: 2-3 weeks prior to date needed. 

3
 Ezekiel Drama Team Director: 2-3 weeks prior to date needed. 
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Information Technology Team Members: 
Ministry Description 

 Perform all tasks assigned by the IT Division Leader  

 Perform maintenance and updates on computers as assigned by the IT Division Leader 

 Perform troubleshooting for all computers, printers, etc. upon request 

 Attend training and meetings as instructed by the IT Division Leader 

 Handle all equipment with care 

 Attend all training's and meetings as instructed by the IT Division Leader 

 Contact the IT Design Division Leader prior to absences or tardiness 

Male Chorus Director 
Ministry Description 

 Teach songs in absence of Minister of Music 

 Attend 9am prayer 

 Coordinate Colors  

 Seek God for guidance in this ministry area 

 Obtain a Department monthly Calendar 

 Delegate to Sectional Leaders 

 Grow in your ministry area (Workshops, and other resources) 

 Give prior notification to Minister of Music of Absences 

 Assign and assistant in the event of absence 

 Prepare the chorus to sing on designated Sunday or away events 

 Assist with moving and packing equipment for away events 

 Be willing to assist with any other duties that are not listed 

Merely Vessels Mime & Winged Warriors Ministry Director: 
Ministry Description 

 Oversee the Mime and Flag Ministries 

 Serve as point of contact for the Mime and Flag Ministries 

 Ensure the Mime and Flag Ministry create and minister anointed songs 

 Organize a consistent rehearsal time 

 Coordinate attire 
o Ensure attire is clean, pressed and fits appropriately 

 Hold ongoing training and recruitment 

 Preview and approve all routine prior to ministry 
o For both mime and flag ministries 

 Give prior notification to Minister of Music of absences 
o Make sure to both the mime and flag ministries have been organized, routines approved 

and responsibility has been delegated prior to your absence 
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Media Communications Ministry Creative Director: 
Ministry Description 

• Oversee the Multimedia, Audio/Video, and Information Technology Ministries of GVWC 
• Maintain a working relationship with all ministry leaders in an effort to meet all of their 

Multimedia needs 
• Coordinate with division leaders monthly schedules 
• Approve all printed and electronic media prior to distribution 
• Delegate ministry assignments and projects to the media communications ministry 
• Hold ongoing training on the latest software/hardware for the MCM team and GVWC ministry 

leaders 
• Ensure GVWC is presented in a professional manner 
• Promote excellence within the MCM team 
• Organize training opportunities at professional conferences and workshops 
• Ensure division leaders/heads are maintaining proper care of equipment 
• Hold monthly meeting with the MCM team 
• Hold one on ones with division leads/heads 
• Maintain a working relationship with MCM team 
• Contact the Minister of Music and Assistant Creative Director prior to absences or tardiness 

 

MediaShout Lead Technician: 
Ministry Description 

• Perform all tasks assigned by the Video Production Division Leader 
• Arrive 45 minutes prior to the start of your assigned service to test and setup equipment 
• Ensure technicians have received a copy of the order of service prior to the start of service 
• Hold ongoing training for MediaShout 
• Coordinate schedules for the MediaShout tech team 
• Acquire knowledge of the latest MediaShout software updates 
• Ensure equipment is returned to the appropriate place at the end of all services 
• Do monthly purges of PowerPoint and presentations added to the hard drive of the computer 
• Make sure team members are scheduled to run MediaShout for every service (i.e. Sunday 

Service(s), Bible Study, Special Services, etc.) 
• Create interactive and themed shows for worship 
• Ensure announcements and media presentations are distributed to technicians 
• Obtain scriptures from curators/armourbearers when possible 
• Ensure proper care of all equipment 
• Master MediaShout 
• Conduct monthly meetings 
• Contact the Creative Director prior to absences or tardiness 
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MediaShout Technician: 
Ministry Description 

• Perform all tasks assigned by the Head MediaShout Technician 
• Arrive 45 minutes prior to the start of your assigned service to test and setup equipment 
• Obtain a copy of the order of service prior to the start of service 
• Obtain scriptures from Head MediaShout Technician 
• Project scriptures, lyrics, sermon topics, reminders, alerts etc. 
• Create and project interactive and theme shows for worship 
• Ensure five-minute countdown is ready to be launched before services 
• Ensure announcements have been received and ready to launch 
• Prepare and pack equipment for away services 
• Pray for your area of ministry 
• Handle all equipment with care 
• Return flash drives or storage devices to owners 
• Be alert and on post at all times 
• Attend meetings and training as instructed by the Head MediaShout Technician 
• Contact the Head MediaShout Technician prior to absences or tardiness 

Media Sales & Marketing Division Leader: 
Ministry Description 

• Perform all tasks assigned by the Creative Director 
• Obtain all CD/DVDs from the post-production editor and audio production team 
• Ensure all CD/DVDs are labeled and packaged properly 
• Maintain a database of all CD/DVDs sold and money collected 
• Ensure a booth is setup weekly for selling 
• Ensure an order forms are submit for all requested messages to the appropriate department 

(i.e. DVDs: post-production editor, CDs: audio production team lead) 
• Ensure all money is place in an envelope, labeled and turned in to the office upon completion of 

sale 
• Ensure CD/DVDs and booths are packed and ready for away preaching engagements 
• Ensure booth is setup presentable and neat 
• Conduct monthly meetings 
• Contact the Creative Director prior to absences or tardiness 
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Media Sales & Marketing Team Members: 
Ministry Description 

• Perform all tasks assigned by the Media Sales/Marketing Division Leader 
• Sell CD/DVDs on assigned Sunday and away engagements 
• Setup booth in a presentable and neat manner 
• Record all CD/DVDs sold and money collected 
• Submit order forms to the MSM (Media Sales & Marketing) Division Leader upon request 
• Attend training’s and meetings as instructed by the MSM Division Leader 
• Handle all equipment with care 
• Contact the MSM Division Leader prior to absences or tardiness 

 

Music & Arts Department Administrator: 
Ministry Description 

 Oversee Music & Arts Ministry finances  

 Attend 9am prayer 

 Collect all monies 

 Prepare financial reports 

 Obtain a Department monthly Calendar 

 Organize fundraisers 

 Oversee all expenditures 

 Notify Minister of Music of expenditures  

 Assist with moving and packing equipment for away events 

 Seek God for guidance in this ministry area 

 Give prior notification to Minister of Music of Absences 

 Grow in your ministry area (Workshops, and other resources) 

  Be a good steward of the local church’s property 

 Be on the Music & Arts Finance Committee 

 Be a spiritual leader to your group (lead them in prayer, fasting and worship) 

 Be willing to assist with other duties that are not listed 
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Music & Arts Ministry Director: 
Ministry Description 

 Pray, fast and seek God’s direction for department 

 Overseer Music and Arts Department 

 Pray that the department understands the prophetic flow of the ministry 

 Coordinate all special programs through prayer and creativity in program structure1 

 Ensure all music and new songs are distributed in a timely manner for practice purposes and 
prayer2 

 Make sure media communications ministry has new songs in ample time for projection  

 Stress punctuality and preparation for the move of God  

 Attend 9 am prayer on Sundays to pray for sensitivity to the move of God for the service 

 Teach new songs regularly 

 Make sure mics, cameras, and cords are in working condition prior to service 

 All groups are ready to minister and in position 

 Research and submit quotes for new items  

 Make sure all areas are clean and kept orderly  

 Make sure all cords and stands are put away 

 Ensure that fire codes are adhered during any alterations or restructuring of department 

 All license are kept updated 

 Refer all unresolved problems to Pastors through division leader3. 

 Direct the planning, coordination, operation, and evaluation of a complete Music Ministry 

 Coordinate the Church Music Ministry with the calendar and emphasis of the church.  

 Assist the pastor in planning worship services of the church and be responsible for the selection 
of the music.  

 Be aware of weddings and funerals to be held in the church.  

 Be available to counsel, arrange and provide music for special projects, ministries, and other 
church-related activities in cooperation with appropriate individuals or groups.  

 Direct music groups and congregational singing.  

 Be responsible for enlisting and training leaders for the Church Music Ministry in cooperation 
with the church nominating committee.  

 Supervise the work of all music leaders in the Music & Arts Ministry.  

 Work in cooperation with the appropriate persons, including the nominating committee, in 
selecting, enlisting, training, and advising song leaders, accompanists, and other musicians who 
serve in church program organizations.  

 Coordinate the performance schedules of music groups and individuals in the functions of the 
church.  

 Supervise maintenance of and additions to music library and equipment, including music 
materials, supplies, instruments and other music equipment for use in the church's program.  

 Keep informed on current music methods, materials, promotion and administration, utilizing 
them where appropriate.  

 Coordinate the training and use of instrumentalists and vocalists in groups or as individuals.  

                                                             
1 

Make sure each special program (Easter, Christmas, Black History, etc.,) is prayed over and the will of God is sought for that event. 
2
 Timely means enough time to learn the song and pray over the music 

3
 Division leader will set the appointment with pastors. 
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 In consultation with the Music Committee prepare an annual budget to be recommended to the 
Budget Planning Committee. Comply with all established church policies and procedures as well 
as all applicable federal and state laws. 

 Be available nights and weekends for music ministry events as well as to work with the pastor in 
making emergency pastoral care visits as needed. 

 Comply with all established church policies and procedures as well as all applicable federal and 
state laws. 

 Perform other duties as assigned.  

 Develop and lead worship teams, ensembles, choir both vocal and instrumental 

 Lead worship 

 Secure special music and musicians for services and special programs 

 Coordinate Colors  

 Create and approve monthly Department Calendar 

 Assist with moving and packing equipment for away events 

 Seek God for guidance in this ministry area 

 Please give prior notification to Minister of Music of Absences 

 Perform other duties as assigned.  

 Minister to the Music and Arts Department 

 Grow in your ministry area (Workshops, and other resources) 

Music & Arts Fundraiser/Special Event Planning Chairman: 
Ministry Description 

 Create fundraiser opportunities 

 Assist Minister of Music in organizing Special Events 

 Attend 9am prayer 

 Organized Fundraisers and Special Events opportunities1  

 Set goals for monies to be raised from special events 

 Obtain a Department monthly Calendar 

 Notify Minister of Music for approval of Fundraiser and Special Events opportunities 

 Assist with moving and packing equipment for away events  

 Be a good steward of the local church’s property 

 Seek God for guidance in this ministry area 

 Give prior notification to Minister of Music of Absences 

 Grow in your ministry area (Workshops, and other resources) 

 Be on the Music & Arts Finance Committee 

 Be a spiritual leader to your group (lead them in prayer, fasting and worship) 

 Be willing to assist with other duties that are not listed 
 

 

                                                             
1
 Music & Arts Fundraiser/Special Event Planning Chairman: Involve as many people as you can, seeking out those with particular skills and experience in event 

development and production 
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Music & Arts Hospitality Coordinator: 
Ministry Description 

 Give greeting cards for special situations and events 

 Prepare menus for special events 

 Attend 9am prayer 

 Coordinate with Church Hospitality Ministries to prepare food for Events 

 Maintain an accurate database of equipment 

 Seek God for guidance in this ministry area 

 Obtain a Department monthly Calendar 

 Grow in your ministry area (Workshops, and other resources) 

 Give prior notification to Minister of Music of Absences 

 Assign an assistant in the event of absence 

 Assist with moving and packing equipment for away events  

 Be a good steward of the local church’s property 

 Be on Music & Arts Finance and Planning Committee  

 Be a spiritual leader to your group (lead them in prayer, fasting and worship) 

 Be willing to assist with any other duties that are not listed 
 

Music & Arts Telephone Coordinators: 
Ministry Description 

 Make calls to Music & Arts Ministry Members 

 Keep and accurate record a call log 

 Attend 9am prayer 

 Seek God for guidance in this ministry area 

 Obtain a Department monthly Calendar 

 Grow in your ministry area (Workshops, and other resources) 

 Give prior notification to Minister of Music of Absences 

 Assign an assistant in the event of absence 

 Assist with moving and packing equipment for away events 

 Be on Music & Arts Finance and Planning Committee  

 Be a good steward of the local church’s property 

 Be a spiritual leader to your group (lead them in prayer, fasting and worship) 

 Be willing to assist with any other duties that are not listed 
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Music & Arts Musician Librarian: 
Ministry Description 

 Classify and file musical recordings and lyrics for all areas of the Department1 

 Updating, maintaining and tracking all items in the choral music library 

 Attend 9am prayer 

 Keep archive of all songs.  

 Obtain lyrics and recordings select by Minister of Music2 

 Seek God for guidance in this ministry area 

 Obtain a Department monthly Calendar 

 Grow in your ministry area (Workshops, and other resources) 

 Please give prior notification to Minister of Music of Absences 

 Cover your area if you will be absent  

 Be a good steward by taking care of the local church’s property 

 Assist with moving and packing equipment for away events 

 Be on Finance and Planning Committee  

 Be a spiritual leader to your group (lead them in prayer, fasting and worship) 

 Be willing to assist with any other duties that are not listed 

Musicians: 
Ministry Description 

 Attend all services and rehearsal in the absentness of Minister of Music 

 Use your musical gift to worship God 

 Skillfully play musical instruments under the anointing 

 Attend 9am prayer 

 Travel with Pastors and Music and Arts ministry on engagements 

 Obtain and maintain knowledge of your primary instrument 

  Maintain a humble spirit and exhibit an ability to work well with others 

 Practice consistently 

 Flow with the leaders of the house. 

 Wear designated Colors  

 Obtain a Department monthly Calendar 

 Assist with moving and packing equipment for away events 

 Seek God for guidance in this ministry area 

 Give prior notification to Minister of Music of Absences 

 Assign and assistant in the event of absence 

 Grow in your ministry area (Workshops, and other resources) 

 Keep your area and instruments clean 

 Be a good steward of the local church’s property. 

 Be willing to assist with other duties that are not listed  
 

                                                             
1
 Music & Arts Librarian: Work closely with the MediaShout Head Technician 

2
 Music & Arts Librarian: Utilize the internet and other sources 
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Post Production Editors: 
Ministry Description 

 
• Perform all tasks assigned by the Post-Production/Visual Effects Lead Editor 
• Prepare media presentations/commercials and give to MediaShout Technicians prior to the 

beginning of service 
• Prepare backups for all media presentations/commercials/videos 
• Create cutting edge videos for GVWC website, ministry departments, broadcast, etc. 
• Prepare and edit video sermons for reproduction and distribution (i.e. selling, uploading to 

website etc.) 
• Edit for “Pursuing the Heart of God” broadcast 
• Attend all meetings and trainings as instructed by Lead Editor 
• Submit all assigned task 3 weeks prior to launch date for approval 
• MANAGE YOUR TIME WISELY! 
• Ensure proper care of all equipment 
• Contact the Creative Director prior to absences or tardiness 

Post Production Lead Editor: 
Ministry Description 

• Perform all tasks assigned by the Video Production Division Leader 
• Conduct ongoing training and provide professional training opportunities for team members 
• Ensure proper care of all equipment 
• Preview and approve all media presentations, broadcast, etc. prior to disbursement 
• Submit all work to the Creative Director for approval 2 weeks prior to launch date 
• MANAGE YOUR TIME WISELY! 
• Contact the Creative Director prior to absences or tardiness 
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Praise Team Director:1 
Ministry Description 

 Be on time and prepared to minister in song 

 Attend 9 am prayer and at least one hour of all night prayer sessions 

 Ensure practices maintain order and reverence in the House of God 

 Conduct weekly rehearsals or more frequently if necessary 

 Help in lock up checklist and clean up following each rehearsal if necessary 

 Be prepared to minister each appointed Sunday, special service or Wednesday night 

 Remind each member of the team to smile and present a joyful impression to audience 

 Remember, this is the worship portion, minimize “preaching”- The message is on the way! :-) 

 Ensure a repertoire of songs is kept available and referenced prayerfully prior to each service  

 Prepare all schemes for services in the absence of Minister of Music 

 Call praise team members with any needed information from Minister of Music 

 Introduce at least 2 new songs monthly 

 Oversee the Praise & Worship Leaders when the Minister of Music is absent 

 Lead worship 

 Coordinate Colors  

 Obtain a Department monthly Calendar 

 Assist with moving and packing equipment for away events 

 Seek God for guidance in this ministry area 

 Please give prior notification to Minister of Music of any Absences 

 Assign an assistant in the event of an absence 

 Grow in your ministry area (Workshops, and other resources) 

 Be on the Music & Arts Finance Committee 

 Be willing to assist with other duties that are not listed 
 

 

 

 

 

 

 

 

                                                             
1
 Each of these descriptions may be altered by the Music director and are to be followed.  



 

 

2
0

1
0

-
2

0
1

1
 

42 GVWC Ministry Appointment Manual 

Props Coordinator: 
Ministry Description 

  Select, manage and prepare furniture, ornaments and other objects need for production 

 Assist in planning and managing the props budget 

 Assist with set design 

 Coordinate the building and completion of props 

 Be a team player; Coordinator with the Drama Director and production teams in the selection of 
props 

 Overseeing prop storage  

 Organize and supervise the Prop Team 

  Give instruction on the care, maintenance or operation of the props 

 Seek God for guidance in this ministry area 

 Obtain a rehearsal schedule  

 Attend rehearsals 

 Grow in your ministry area (Workshops,  and other resources) 

 Please give prior notification to Minister of Music of Absences 

 Delegate responsibility in the event of absences  

 Be a good steward  of the local church’s property 

 Assist with moving and packing equipment for away events 

 Be a spiritual leader to your group (lead them in prayer, fasting and worship) 

 Be willing to assist with any other duties that are not listed 

Puppet Ministries Director: 
Ministry Description 

 Oversee the Puppet Ministry 

 Create and minister biblically inspired skits, plays and songs 

 Maintain care for all puppets and materials 

 Conduct puppeteer training 

 Maintain a consistent rehearsal schedule 

 Develop this area of ministry by attending training workshops 

 Notify the Minister of Music prior to absences 
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Video Engineers: 
Ministry Description 

 Perform all tasks assigned by the Video Production Division Leader. 

 Arrive 45 minutes prior to the start of your assigned service to test and setup equipment 

 Obtain a copy of the order of service prior to the start of service 

 Ensure all sermons and teachings are recorded on the computer and the DVD recorder 

 Ensure accurate record of all recordings in maintained 

 Ensure all blank CD/DVDs are signed out 

 Conduct Monthly Meetings 

 Ensure each team members knows the order of service prior to the start of that service 

 Attend training sessions and meetings as instructed by your division leader 

 Write the title, speaker and date of all recordings in the Video Log 

 Prepare and pack equipment for away services 

 Submit an order form to the video production division leader for all needed equipment 
o A request must be submitted for CDs once you are down to the last spindle 

 Contact the Video Production Division Leader prior to absences or tardiness  

Video Production Division Leader: 
Ministry Description 

 Oversee the Video Engineering MediaShout, and Post Production Teams 

 Ensure: 
o  Ongoing training is conducted for video engineering, postproduction editing, and media 

shout 
o Schedules are created by the video engineering, MediaShout and post production 

editing team leaders 
o Proper care for all equipment is maintain by team leaders  
o All sermons and teachings are recorded  
o Video recordings are edited and prepared with labels and packaging for reproduction 

and distribution 
o MediaShout is utilized in every service  
o Media Presentations, commercials, and broadcasts are presented in an accurate and 

timely manner 
o Accurate record of all recordings in maintained 
o All blank CD/DVDs are signed out 
o Each team members knows the order of service prior to the start of that service 
o Video and projection equipment is prepared and packed for away events 

 Conduct Monthly Meetings 

 Arrive 45 minutes prior to the start of service to test and ensure proper setup of equipment 

 Pray for and with your team members and area of ministry 

 Gain knowledge and expertise in your area of ministry 

 Perform other tasks as assigned by Creative Director 

 Contact the Creative Director prior to absences or tardiness 
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Web Technology Division Leader: 
Ministry Description 

 Perform all tasks assigned by the Creative Director 

 Ensure: 
o  GVWC’s main website and auxiliary ministry websites are maintained and contain 

accurate and professional information  
o GVWC e-newsletter is uploaded in a timely manner 
o GVWC maintains a professional reputation on social networking sites 
o Websites are updated with audio and video files creating an interactive web experience 
o Mailing lists are being deployed with accurate information in a timely manner 
o GVWC is utilizing the web in various aspects (i.e. podcast, photo galleries etc.) 
o Proper care of equipment 
o Software is kept up-to-date  

 Obtain all media files from post-production editor, photography leader and audio production 
team 

 Conduct ongoing training for the web technology team 

 Conduct monthly meetings 

 Contact the Creative Director prior to absences or tardiness 

Web Technology Team Members: 
Ministry Description 

 Perform all tasks assigned by the Web Technology Division Leader 

  Create cutting edge designs for GVWC websites 

 Maintain GVWC websites and calendar 

 Upload GVWC’s e-newsletter monthly 

 Maintain GVWC social networking sites 

 Upload audio and video files creating an interactive web experience  

 Label all photo CDs with the name of the event and the date 

 Handle all equipment with care 

 Attend all training's and meetings as instructed by the Web Technology Division Leader  

 Contact the Web Technology Division Leader prior to absences or tardiness 

Winged Warriors Flag Ministry Group Leader: 
Ministry Description 

 Create new routines to anointed songs for ministry 

 Coordinate with the Mime/Flag Ministry Director a consistent rehearsal schedule 

 Properly maintain the quality of all materials (i.e. flags) 

 Assist with coordination of attire 

 Attend workshops to develop this area of ministry 

 Delegate responsibility in your absence 

 Give prior notification to the Mime and Flag Ministry Director for absences. 
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Education Director 
Ministry Description 

 Facilitate educational programming for all students 

 Publically recognize all educational achievements by holding quarterly award ceremonies for all 

students with achievements 

 Coordinate courses with local colleges and schools to assist members in attaining their GED 

 Facilitate career and college fairs 

 Conduct courses on career and professional building (i.e. How to create an professional resume, 

Job interview etiquette and attire) 

 Work with the Information Technology Division Leader to coordinate software and computer 

training 

 Encourage students/potential students to pursue available educational opportunities 

 Advise students of any educational opportunities, benefits, grants or financial assistance for 

furthering education 

New Converts Director 
Ministry Description 

 Teach weekly new converts class as needed (up to 6 weeks)1 

 Develop curriculum for assistant teacher 

 Collect information data on day of conversion  

 Work with evangelism team to recruit new converts 

 Make weekly contact to encourage or just to say hello 

 Send birthdays cards and/or special events cards 

New Members Ministries Director 
Ministry Description 

 Ensure all prospective members receive familiarization training and indoctrination regarding 
COGOP organizational structure, basic Biblical doctrine and local membership requirements  

 Coordinate with pastor’s administrator or curator upon course completion so candidates can 
attend their final counseling session1 

 Prepare folder with questionnaire, application and scheduled pastoral appointment  

 Immediately notify pastors of any withdrawals from the class 

 Contact the Media Communications Creative Director to ensure photographers are on duty the 
day new members are joining 

 

                                                             
1
 New Convert Director: Six-week classes will end and new classes will start.  Class location is at directors discretion 

1
 New Members Course Coordinator: Pastoral Administrator will serve as a liaison for notification to pastor.  Admin. must have in their possession the new member 

folder for filing.  Folder should have the following: NM questionnaire, date to meet with pastor(s) appointment and application. 
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Sunday School Superintendant  
Ministry Description 

 Coordinate teacher’s appointments with pastors 

 Order Sunday School literature 

 Schedule yearly Sunday School picnics and outings 

 Raise funds for the department 

 Train and conduct seminars for teachers 

 Report in business conference 

VBS Director 
Ministry Description 

 Fast & Pray for children who attend VBS and their families 

 Obtain VBS Teaching Material and Starter Kit 

 Work to decide on objectives, time, place, date, and financing of VBS 

 Participate in training and planning sessions 

 Recruit and train staff 

 Assist staff in obtaining needed material 

 Call and preside over staff meetings 

 Plan registration and record keeping 

 Plan schedules and use of rooms 

 Supervise open and closing programs 

 Plan special events 

 Keep attendance records for your department 

 Lead in outreach activities to parents and children who indicate they do not have a church home 

 Study each day’s Bible materials 

 Keep record of those bringing visitors & those who accept Christ as their Savior 

 Follow-up on all work listed on planning calendar 

VBS Administrator 
Ministry Description 

 Fast and pray for VBS 

 Attend planning and training sessions 

 Work closely with the VBS Director to provide material needed1 

                                                             
1
 VBS Administrator: Attendance charts, schedules, certificates, tent cards, door tags, badges, registration forms, publicity material, etc.  
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VBS Adult Teachers 
Ministry Description 

 Fast & Pray for VBS and your class 

 Participate in planning and training sessions 

 Keep accurate records of attendance and attendance nightly 

  Arrive 15 min. early (VBS will be held each night from 6:45 – 9:00 PM) 

 Make sure you have all supplies in your classroom ahead of time 

 Plan your lessons ahead of time 

 Stay on schedule nightly 

 Keep a record of those who receive salvation and report it immediately 

 Make sure your class is cleaned each night and assist with church cleanup 

VBS Clean up Committee 
Ministry Description  

 Fast and pray for VBS 

 Attend planning and training sessions 

 Be on time 

 Work with Snack Leaders, Recreation Leaders, Craft Leaders, and VBS Teachers to ensure that all 

areas are cleaned up in a timely manner 1 

VBS Craft Leader 
Ministry Description 

 Fast & Pray for VBS, children who attend VBS and their families 

 Work with Craft Leader assistants 

 Attend VBS planning and training sessions 

 Help decorate classroom and sanctuary 

 Clean your classroom each night 

 Make sure you plan ahead of time 

 Make sure you have all of your supplies in the classroom ahead of time 

 Enforce rules and regulations 

 Stay on schedule 

 Arrive 15 min. early (VBS will be held each night from 6:45 – 9:00 PM) 

 Test crafts, making completed models to show during craft session 

 Know lesson and craft correlation, and guide student conversation during craft period 

 Display craft at closing program 

                                                             
1
 VBS Clean up Committee: Remember: We have visitors attending VBS who are visiting for the first time.  We want to maintain good housekeeping at all times.  
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VBS Decorators 
Ministry Description 

 Fast and pray for VBS 

 Attend planning and training sessions 

 Create VBS theme atmosphere in assembly area and throughout the church 

 Recruit team of decorators 

 Secure needed supplies 2 months ahead of time 

 Schedule work time to put up and take down decoration 

VBS Devotion Leader 
Ministry Description 

 Fast and pray for VBS 

 Follow the inspiration of God while leading in devotion 

 Arrive early to pray and prepare for devotion. (VBS will be held each night from 6:45 – 9:00 PM). 

 Make sure you have all equipment needed ahead of time 

 Make sure the praise team, puppet team, and drama team, computer technician and musicians 

are ready to perform on time 

 Work with the Audio Production Engineers to ensure that all equipment is ready in a timely 

manner for devotion to begin 

 Attend planning and training session 

 Turn the service over to the VBS Director for dismissal to class following devotion 

VBS Mascot 
Ministry Description 

 Fast and Pray for VBS 

 Be dressed and prepared to perform 15 min. prior to devotion 

 Secure costumes appropriate for theme 

 Attend VBS Planning and Training Session 
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VBS Recreation Leader 
Ministry Description 

 Fast & Pray for VBS, children who attend VBS and their families 

 Work with Recreation Leader assistants 

 Attend VBS planning and training sessions 

 Help decorate all classrooms and sanctuary before VBS begins 

 Plan age appropriate activities according to time schedule 

 Create a fun, safe atmosphere 

 Clean your recreation zone each night 

 Make sure you plan and test games ahead of time 

 Make sure you have all material need for successful execution of activities ahead of time 

 Enforce rules and regulations 

 Stay on schedule 

 Arrive 15 min. early (VBS will be held each night from 6:45 – 9:00 PM) 

 Use activities to reinforce the daily lesson 

VBS Line Leader 
Ministry Description 

 Fast and Pray for VBS 

 Attend planning and training sessions 

 Arrive 15 min. prior to service beginning each night 

 Arrive at each class or area 5 min. prior to rotation time 

 Keep classes on schedule 

 Enforce rules and regulations 

 Keep up with attendance nightly 

 Keep a copy of the schedule with you at all times 

VBS Photographers 
Ministry Description 

 Fast and Pray for VBS 

 Be prepared to start photography 15 min. prior to service beginning each night 

 Take pictures in all areas for slide presentation for closing assembly 
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VBS Public Relations Coordinator 
Ministry Description 

 Fast and pray for VBS 

 Attend planning and training sessions 

 Plan ways to inform church and community about VBS 

 Display outdoor banner 

 Plan for registration 

 Work with VBS Administrator 

 

VBS Puppet & Drama Team 
Ministry Description 

 Fast and pray for VBS 

 Allow God to use you 

 Attend planning and training sessions 

 Be on time 

 Practice with your team ahead of time 

 Know each nights topic and perform accordingly 

 Make sure all supplies and equipment are in place ahead of time 

VBS Snack Coordinator 
Ministry Description 

 Fast and pray for VBS 

 Work with assistants 

 Attend planning and training session 

 Arrive 1 hr. in advanced to setup snack area. (VBS will be held each night from 6:45 – 9:00 PM) 

 Wear aprons, gloves and hairnets 

 Display hand sanitizer 

 Keep up with inventory 

 Inform VBS Director when any items need to be purchased due to supply shortage 

 Setup a designated serving and eating area for children and adults 

 Assign designated areas to assistants: Servers, Custodial, Setup, and Sit with children 
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VBS Teachers & Assistants 
Ministry Description 

 Fast & Pray for VBS and your class 

 Work with assigned assistants 

 Participate in planning and training sessions 

 Assist with decorating classes and the sanctuary 

 Be prepared to have your class or a representative perform on Friday night’s closing assembly 

 Keep accurate records of attendance and attendance nightly 

 Be in class 15 min. early (VBS will be held each night from 6:45 – 9:00 PM) 

 Make sure you have all supplies in your classroom ahead of time 

 Plan your lessons ahead of time 

 Stay on schedule nightly 

 Keep a record of those who receive salvation and report it immediately 

 Make sure your class is cleaned each night and assist with church cleanup 

 Enforce Rules and Regulations 

 Keep your class with you at all times unless they are doing other activities according to the 

schedule 

 Make sure your class is dismissed with the responsible adult who brought them 

 Send follow-up postcards after VBS 
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Children’s Ministries Director 
On The Move Kid’s Church 
Ministry Description 
 

 Pray daily for the children’s spiritual walk with God 

 Implement a ministry that will encourage the fulfillment of God’s will concerning children for the 
purposes of On The Move Kid’s Church 

 Appoint and Oversee all staff members 

 Conduct a Kid’s Crusade once a year 

 Upgrade your ministry by attending Kid oriented conference or seminars 

 Train staff to work closely with kids 

 Report to local business conference 

 Do fundraisers for your department 

 Ensure all staff members have completed a release form for background checks.  

Children’s Ministries Administrative Assistant Director 
On The Move Kid’s Church 
Ministry Description 
 

 Promote and appoint teachers to On The Move Kid’s Church 

 Create an application process for teachers to apply to work in the ministry 

 Provide staff with training opportunities and other resources to help empower the ministry  

 Conduct quarterly training opportunities for staff 

 Construct monthly (Sundays and Wednesday) schedules for teachers 

 Keep attendance of children and staff 

 Arrange substitutes for teachers 

 Maintain inventory, order and organize ministry supply cabinet.  

 Inform teacher of upcoming events, activities, meetings and trainings 

 Report for children’s ministry at quarterly business meetings 
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Children’s Ministries Assistant Director of Curriculum 
On The Move Kid’s Church 
Ministry Description 
 

 Provide staff with curriculum materials that will empower the ministry 

 Gather and distribute lesson plan forms to teachers 

 Create and implement a curriculum for Wednesday nights. Collect, review and give feedback on 

lesson plans. Keep a log (copy) of teacher’s lesson plans  

 Design and maintain a bulletin board that informs parents, teachers and other church members 

of events and activities in the ministry1 

Children’s Ministries Parent Coordinator 
On The Move Kid’s Church 
Ministry Description 

 Serve as the liaison between the ministry and the parents 

 Inform parents of all upcoming events and activities in On the Move Kid’s Church through 

telephone contacts, announcements or letters 

 Construct monthly snack menus for teachers 

 Conduct quarterly parent meetings to inform parents of happenings in OTMKC and provide 

training opportunities for them 

 Work closely with the events coordinators to help keep parents informed 

Children’s Ministries Event Coordinator 
On The Move Kid’s Church 
Ministry Description 
 

 Plan and implement quarterly activities and special events such as Children’s Day, Annual 

sleepover, Easter skits, etc.  

 Organize a yearly fundraiser 

 

 

 

 

 

                                                             
1
 /ƘƛƭŘǊŜƴΩs Ministries Assistant Coordinator of Curriculum: This board will include items such as student of the quarter or month, monthly scriptures, parent snack 

schedule, etc. 
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Couples Ministries Director 
Ministry Description 

 Plan and coordinate couple’s outings and events on a monthly basis 

 Organize and coordinate couple’s conferences and seminars 

 Schedule a yearly informal or formal couple’s banquet1 

 Boost and attend couple’s retreats 

 Assemble a schedule for 6 months out (This allows couples to plan in advance) 

Family Ministries Director 
Ministry Description 

 Pray for the families each day 

 Plan and implement a friends and family day service once a year 

 Keep up with any special family events such as; 
o  Anniversaries 
o  Children’s birthdays, etc., and give them a shout out 

 Schedule and plan quarterly activities, such as; 
o Picnics 
o Classes 
o Outings  
o Movie night, etc. 

 Promote church growth by planning activities that fosters unity among families  

 Spotlight a family each quarter for their participation or any special recognition  

 Brainstorm and consider creative methods for reaching families within the community 

 Adopt a family during Christmas and Thanksgiving 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

                                                             
1
 Couples Ministries Director: Plan a dinner party or event especially around valentines. 
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Men’s Ministries Director 
Ministry Description 

 Serve as a resource and developing entity for the local church 

 Try to reach the goal of discipline making ministry to men in local church 

 Provide material and training necessary to equip the men 

 Mentor others to utilize the skills and talents of the men who are willing to becoming involved in 
the men’s ministry 

 Provide training in the areas of discipline an accountability  

 Encourage and pray for the men on a daily basis 

 Hold monthly meetings  

 Report to local business conference  

 Support and promote all local, state and national men’s ministries seminars, conferences etc. in 
COGOP, and other ministries 

 Serves as outreach coordinator to bring men together in the local area, state and nationally 

 Conduct and Organize yearly men’s conference 

 Provide information to pastors for any areas of men’s lives that need further attention 

 Refer all pertinent circumstances that need pastoral intervention. 

 Promote all rulings and recommendations of the local pastor and state headquarters. 

 Emphasize accountability stewardship/ maintain a biblical leadership role in their home.  

 Council the Male Youth Ministries Director 

Men’s & Bishop’s Day Conference Committee 
Ministry Description 

 Help to plan annual Bishop’s Day and Men’s Conference program.  

 Share information concerning GVWC, local and state men’s conferences.  

Men’s “Moment of Hope” Ministry Leader 
Ministry Description 

 Lead a spiritually based telephone and e-mail ministry, designed to challenge, encourage, and 

promote men to seek a greater relationship with God.  

Men’s Leisure and Sports Committee 
Ministry Description 

 Plan and Coordinate events that connect men away from the traditional fellowship setting to 

promote healthy hearts and bodies1 

                                                             
1
 aŜƴΩǎ [ŜƛǎǳǊŜ ŀƴŘ {ǇƻǊǘǎ /ƻƳƳƛǘǘŜŜΥ Men participate in such activities as basketball, bowling, grilling challenges, community clean-ups, fishing, golfing, hiking, 

and walking 
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Men’s Newsletter Committee 
Ministry Description 

 Create and maintain a quarterly print/ electronic ministry that promote our Pastors, Men’s 

Ministries, and M.O.V.E events.1 

Men’s Youth and Teen Committee 
Ministry Description 

 Connect spiritual men with youth and teens via group discussions and planned activities. 1 

Men’s Youth Entrepreneur Empowerment Committee 
Ministry Description 

 

 Plan and facilitate spiritually based entrepreneur concepts to introduce youth and teens to the 

idea of self-employment.  

 Serve as a parallel academic program to enhance concepts and strength identified within their 

traditional academic track. 

M.O.V.E. Outreach Prayer Committee Director 
Ministry Description 

 Work in collaboration with the GVWC Evangelism Team. 

  Schedule quarterly visits to the Rest Home for prayer and future Prison Ministry outreach.  

Singles Ministries Director 
Ministry Description 

 Pray and fast consistently for the spiritual growth and needs of the Singles Ministry 

 Provide leadership, counseling and nurture to members 

 Encourage teamwork, participation, and full cooperation 

 Develop, implement, and oversee activities /functions to meet the needs of the Singles Ministry 

 Plan and coordinate all Singles Ministry activities, programs, and functions. 

                                                             
1
 aŜƴΩǎ bŜǿǎƭŜǘǘŜǊ /ƻƳƳƛǘǘŜŜΥ All printed material must be approved by the Church Publication Editor prior to dissemination.  

1
 aŜƴΩǎ ¸ƻǳǘƘ ŀƴŘ ¢ŜŜƴ /ƻƳƳƛǘǘŜŜΥ The focus is to help promote direction and guidance within the personal and spiritual life of the youth and teen. 
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Singles Ministries Assistant Director 
Ministry Description 

 Pray and fast for the Singles Ministry. 

 To assume the duties of the director when the director is absence. 

 To assist the director in any way needed. 

 Initiate and implement new and fresh activities for the Singles Ministry 

Singles Ministries Event Registration Committee  
Ministry Description 

 Register attendance at functions 

 Be prepared and positioned at registration table promptly  

Singles Ministries Fundraising Committee 
Ministry Description 

 Organize and promote fund raising events to provide supplemental funds for the Single Ministry 

 Be available to implement plans established for fund raising 

 Provide budget up-date 

Singles Ministries Program Planning Committee 
Ministry Description 

 Plant and coordinate Single Ministry conferences, revivals, seminars, etc. 

 Attend all meetings 

 Assist director with full cooperation 

Singles Ministries PR Representatives 
Ministry Description 

 Aid the Single Ministry by promoting the church, the community, and other singles ministries 
interest of the local church 

 Participate in all fund raising events 

Singles Ministries Travel Coordinator 
Ministry Description 

 Coordinate, plan, and follow an orderly agenda 

 Coordinate transportation and cost of trips 
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Singles Ministries Treasurer 
Ministry Description 

 To be a good steward of funds 

 Maintain an accurate record of monies received and disbursements from fundraisers 

 Ensure that the Singles Ministry budget report is submitted to the church office in a timely 
manner 

 Ensure funds are placed in an envelope, labeled, and turned into the church office  

Senior/J.O.Y. Ministries Director 
Ministry Description 

 Boost J.O.Y. events (JOY stands for Just Older Youth) 

 Plan to attend state JOY conference 

 Call state office to get any additional materials (336-454-4118 or 454-3314) 

 Plan at least one activity each quarter for JOY members (age 40 and above) 
o Dinner outing 
o Bible study 
o Meet and greet 
o Have your Care group visit a new J.O.Y.’s home and have service 

 Report at each business conference  
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Youth Ministries Director 
Ministry Description 
 

 Pray for the youth daily 

 Pray for an anointing and wisdom to lead the youth 

 Lead unsaved youth to Christ.  Close each session with prayer and altar call 

 Limit playing.  Youth must learn the seriousness of God and His church 

 Teach youth the importance of a relationship with God 

 Train youth to become leaders in the house of God 

 Make sure a distinct line is drawn between you as leader and the youth.  This line must never be 
crossed 

 Keep it spiritual at all times.  Your aim is to give them Jesus 

 Support the vision of the church and direction of your leaders 

 If you are in doubt about something, ask leadership before implementing1 

 Coordinate youth oriented events and services 

 Create a quarterly schedule for your youth bible study teacher’s 

 Organize and oversee a youth ministry team 

 Create and implement God inspired curriculum for youth bible study 
o Use various forms and techniques to grab their attention (i.e. mini videos, skits, object 

lessons etc.) 

 Coordinate with the education director a quarterly award ceremony for youth who have made 
achievements in their schools 

 Conduct monthly youth services  

 Plan a 3-night youth revival.  Always get permission from Pastors before inviting ministers in to 
preach 

 Ensure youth are involved in service on Youth Sunday (3rd Sundays) 2 
o Coordinate with Head Moderator. 

 Submit all scheduled events to the Church Event Coordinator 

 Ensure permission slips are filled out and submitted 2 weeks prior to scheduled event 
o Permission slips should be filled out for all events held away from the church.  

 Coordinate with the Transportation Director to schedule a driver for away events. 

 Connect Youth with ministries within the church that they are interested in volunteering 

 Form a youth choir, coordinate with Minister of music 

 Ensure all staff members have completed a release form for background checks.  
 
 
 
 
 
 
 

                                                             
1 Youth Ministry Director: See Men’s Ministry/Youth Counselor Director 
2 Youth Ministry Director: Youth colors are red, black and white. 



 

 

2
0

1
0

-
2

0
1

1
 

62 GVWC Ministry Appointment Manual 

Youth Activities Coordinator 
Ministry Description 

 Coordinate and plan in conjunction with the Youth Ministry Director youth oriented fun 

activities and trips (at least once per month) 

 Distribute travel information and fees to parents a month before an event.  

o Coordinate with the Church Publication’s Editor to draft letters, permission slips etc. 

 Ensure permission slips are filled out and returned to the church office two (2) weeks prior to 
departure 

 Coordinate all trips with Transportation Director to secure a driver 

 Solicit spiritually sound adults to chaperones for all trips1 

 Ensure that same gender youth and chaperones are placed in the same room for overnight stays 

 Boost all youth events as soon as received and pastors have approved 

 Chaperones must have background check submitted prior to approval 

Youth Conference/Program Coordinator 
Ministry Description 

 Coordinate trips to state and international youth conferences 

 Distribute travel information and fees to parents a month before an event.  
o Coordinate with the Church Publication’s Editor to draft letters, permission slips etc. 

 Ensure permission slips are filled out and returned to the church office two (2) weeks prior to 
departure 

 Coordinate all trips with Transportation Director to secure a driver 

 Solicit spiritually sound adults to chaperones for all trips1 

 Ensure that same gender youth and chaperones are placed in the same room for overnight stays 

 Boost all youth events as soon as received and pastors have approved 

 Chaperones must have background check submitted prior to approval 
 

Women’s Fitness Coordinator 
Ministry Description 

 Schedule physical and mental training from a Biblical perspective 

 Provide information for health maintenance (Maintaining healthy cholesterol levels, conquering 
high blood pressure, mammograms, proper diet, etc.) 

 Provide monthly training classes 

 Organize walk groups, boot camps classes, weight training, hiking, etc.  

 Ensure that Men & Women of God know the importance of maintaining a strong and healthy 
body 

 

                                                             
1
 Youth Activities Coordinator: All Chaperones must be approved by Pastors  

1
 Youth Conference/Program Coordinator: All Chaperones must be approved by Pastors  
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Women’s Ministries Director1 
Ministry Description 

 Pray for the women daily 

 Set an example for the women in attitude, dedication to God and His church  

 Monthly meet with the women 

 Report to the local church conference2 

 Support all rulings and directions of leadership 

 Attend all scheduled meetings 

 Coordinate and arrange women to prepare and serve food for funerals, if family request food.  
(In event of death check with bereavement leader) 

o Please Note: GVWC gives $50 for a flower or $50 in food.   

 GVWC is not responsible to supply all the food. 

 Coordinate a mother/daughter and father/daughter banquet 

 Support and boost all women’s ministries events state wide and general 

 Coordinate and direct a women’s conference 

 Teach women to be the best they can be for God through classes on spiritual matters, dress, and 
hygiene 

 Raise funds for world missions once a year 

 Support and boost the country chosen by our church (selected a few years ago, see Office Staff) 

 Weekly check your box outside pastor’s study for any new materials 

 Plan and coordinate at least 6 events per year 

 Raise funds for building fund 

 The leader assesses the needs of the women in the church through surveys. 

 She acts as the chairperson for the Women’s Ministries committee to develop programs and 
activities to meet the needs of the women. Activities may include (not limited too) prayer 
breakfast, luncheons, mother/daughter banquets, secret sistas and conferences relevant to the 
needs of a woman’s lifestyle. 

 Administer the work of women’s ministry by participating, encouraging teamwork and mutual 
support of leadership for all. 

 She functions as the facilitator, encouraging the evolution of ideas and plans that work with the 
church’s mission.  

 She works closely with her pastor and local conference Women’s Ministries director. 

 Pray regularly for the women of the church and those to come. 

 Prepare quarterly reports to submit to church board. 
 

 

 

 

                                                             
1
 ²ƻƳŜƴΩǎ aƛƴƛǎǘǊȅ 5ƛǊŜŎǘƻǊ:  This list is not exhausted.  You can add to it as the Lord leads. 

2 ²ƻƳŜƴΩǎ aƛƴƛǎǘǊȅ 5ƛǊŜŎǘƻǊΥ If you are unable to report to the business conference, assign someone to give the report.  Failure to report is not acceptable.  
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Women’s Ministries Hospitality/Social Committee Leader 
Ministry Description 

 Provide service for events help by ministry leaders upon request 

 Plan ahead is for all events.1 

 Recruit and manage a committee of  

 These committees can be broken down into sub committees: (i.e. funerals2, food preparation 
committee, decorating, set up, clean up and hostesses 

 Coordinate all the food, flowers, tablecloths, etc. for special events.   

 Be creative in design 

 Create a detailed check-list and task list for all team members involved in special events  

 Follow up with all team members to ensure task are being completed 

Women’s Ministries Secretary1 
Ministry Description 

 Submit announcements to the church publication editor and announcement coordinator.  

 Contact all committee members concerning pertinent information 

 Serve as point of contact for guest speakers and choirs for special events 

 Ensure proper notification to women concerning events is given in a timely manner 

 Ensure programs are made and distributed at the women’s ministries events. 

o Record minutes at all committee meetings  

o Prepare minutes and records for quarterly reporting  

o Maintain an accurate database of dues paid 

o Work closely with the Women’s Ministry Treasurer. 

o  Keep a financial record of funds raised and disseminated. 

Women’s Ministries Treasurer 
Ministry Description 

 Keep an accurate record of all monies raised and disseminated in the Women’s Ministry 

 Send weekly reports to Women’s Ministry Secretary of all monetary transaction 

 Give all money collected to the church treasurer (must be in an envelope and labeled 

appropriately) 

 Keep record of all event tickets sold 

 Receive approval from Pastor and Women’s Ministry Director prior to making purchases 

 Fill out a reimbursement form and receipt for all reimbursements need for purchases 

 Prepare a month financial report 

 

                                                             
1
 ²ƻƳŜƴΩǎ aƛƴƛǎǘǊƛŜǎ IƻǎǇƛǘŀƭƛǘȅκ{ƻŎƛŀƭ /ƻƳƳƛǘǘŜŜ [ŜŀŘŜǊ: Inform ministry leaders who need assistance that request must be 3-4 week prior to event 

2
 ) ²ƻƳŜƴΩǎ aƛƴƛǎǘǊƛŜǎ IƻǎǇƛǘŀƭƛǘȅκ{ƻŎƛŀƭ /ƻƳƳƛǘǘŜŜ [ŜŀŘŜǊ: Funerals are unexpected events; plan a committee that will be ready for such. 

1
 ²ƻƳŜƴΩǎ aƛƴƛǎǘǊƛŜǎ {ŜŎǊŜǘŀǊȅΥ All letters, programs, flyers etc. must be approved by the Church Publication Division Leader prior to dissemination 
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Special Services Coordinator 
Ministry Description 

 Coordinate with the Church Event Coordinator to schedule baptismal services1  

 Set up furnishings/decorations for quarterly communion/feet-washing and Baby dedication 

Services 

 Ensure fresh juice and wafers are in available for quarterly use 

 Ensure all appropriate forms are filled out correctly and returned to the pastoral administrator 

(2) weeks prior to scheduled date 

 Ensure all baptismal participates are made aware of the appropriate attire upon initial request2 

 Ensure fresh juice and wafers are in available for quarterly use.  

 Instruct all candidates of proper dress and procedures for baptism. 

 Obtain a list of first and last names of baptismal candidates. 

 Secure facilities and schedule baptism for a minimum of 4 or more candidates. 

Bereavement Director 
Ministry Description 

 Visit bereaved family immediately to pray and help as needed 

 Take drinks and/or food 

 Send a card, flowers or money to the family1 

 Send a standardized letter to the funeral home2  

Healthcare Ministries Director 
Ministry Description 

 Oversee the health care team 

 Hold quarterly training 

 In the event of an emergency a team member should be available 

 Assign each member to services 

 Make sure each team member is updated on CPR and Heimlich maneuver 

 Be aware of those visiting with disabilities  

 Make sure church’s first-aid kit is current and stocked 

 Create a form for members with disabilities and/or allergies 

 Make sure each team member is aware of liability restrictions 

                                                             
1
 Special Service Coordinator: Communion dates are preset for the year 

2
 Special Services Coordinator: Baptism candidates attire should be reviewed during initial request and again approximately one week prior to baptism 

1
Bereavement Director: GVWC will give the family flowers unless the immediate family request money instead.  The maximum amount is $50/family.     

*Please note immediate family is considered mother, father, sister, or brother. 
2
 Bereavement: See Church Publications Editor 
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Heritage/Mission Trip Coordinator 
Ministry Description 

 Schedule yearly church trip 

 Secure transportation paying all fees and necessary taxes 

 Solicit participation of other churches  

 Seek sponsorship for those who may be in a financial bind 

 Sponsor someone for a mission trip 

 Implement a fundraiser for trip 

 Receive all funds one month prior to trip 

 Coordinate with church publications division leader for flyers and tickets 

 Boost event 6-12 months prior to scheduled departure 

 Assemble rules and regulation and distribute to travelers prior to trip 

 Collect all permission slips and documents one month prior to trip 

Hospitality Ministries Director 
Ministry Description 

 Setup hospitality room for special guest meet-and-greet with pastors prior to the end of service 

 Coordinate with the Audio Production Team to obtain CDs for special guest bags1 

 Ensure the Hospitality Team wears gloves and smocks when preparing food for guests 

 Assist ushers and greeters with leading special guest to the hospitality room 

 Create a warm and loving environment for all special guests 

 Assist ministry leaders with special services upon request  

 

 

 

 

 

 

 

 

 

 

                                                             
1
 Hospitality Director: Use the form located in your ministry packet to submit request for CDs. This form must be submitted 2 weeks prior to need. 



 

 

2
0

1
0

-
2

0
1

1
 

68 GVWC Ministry Appointment Manual 

Permit Coordinator Ministry Director 
Ministry Description 

 Have a working knowledge of city ordinances 

 Obtain permits as needed  

 Defend and debate for permits in town/city council meetings 

 Make sure the church is in compliance with all city ordinances  

 Make sure permit applications are submitted in a timely manner  

 Receive and distribute necessary forms required to those planning activities 

 Periodically update auxiliary leaders and event coordinators on any new city policies   

 Obtain any legal documents needed by the local church 

 Attain fire code procedures for church and make sure property manager has it.  

 Secures information regarding permits, zoning and communicate info to Building Planning 
committee Chairman upon request 

 Check on any applicable church taxes 

 Follow-up on any business pastors request 

 Submit any necessary forms to city or town council 

 Secure church lawyers and CPAs as needed 

 Ensure GVWC is in compliance with all required legal documentation and policies 

 Go on-site during new building construction to evaluate process 

 Serve as point of contact for the building inspectors during new building construction  

Special Event Decorating Coordinator 
Ministry Description 

 Coordinator with ministry/auxiliary leaders to decorate for special events  

 Shops for the best deals  

 Maintains accurate records of all church decorating supplies 

 Decorates the church externally and internally for special holidays1 

 Transports and returns items to storage as needed2 

 Ensures that inventory records are kept on all items 
 

                                                             
1
 Special Event Decorating Coordinator: Special event decorating is upon request only.  

2
  Special Event Decorating Coordinator: Coordinator is responsible for all items.   
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Announcement Coordinator 
Ministry Description 

 Preview presentation for accuracy 

 Proof-read written announcements1 

 Check announcements for prior pastoral approval   

 Make sure sound is working for announcements 

 Always list the following: 
o Special events scheduled for that week 
o Wednesday night empowerment service at 7:15 pm 
o Sunday 9 a.m. prayer 
o CD/DVD’s are available for today’s service: 

Á CD-$10 
Á DVD’s-$12 

Bulletin Board Monitor 
Ministry Description 

 Post and arrange flyers, posters or letters regarding upcoming events neatly on board 

 Update bulletin board weekly with new information as needed 

 Create and update a board for new members1 

 Check board weekly and remove, as needed any outdated flyers, announcements etc. 

 Consult Pastor or Bishop prior to posting any flyers from sources other than COGOP 

 Make certain cabinet is locked and that key is returned to office after each use 

Church Event Coordinator 
Ministry Description 

 Maintain the church calendar 

 Work with the Web Technology Division Leader to post calendar dates on church website 

 Send reminders to ministry leaders concerning upcoming events 

 Inform pastoral administrator of any upcoming events pertaining to pastors 

 Schedule business meetings and communion services quarterly 

 Perform monthly purges of the church calendar events 

 Send monthly correspondence to ministry leaders to confirm ministry events 

 Create a seamless system for ministry leaders to submit calendar dates 

                                                             
1
 Announcement Coordinator: Make sure long announcements are scaled down to include vital information only.  

1
 Bulletin Board Coordinator: Coordinate with church publication division leader when creating new members board  
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Greeters Director 
Ministry Description 

 Silently pray for each person who comes through the doors 

 Ask for any prayer request and place in prayer box 

 Greet each member and guest with a warm smile and handshake (special attention must be 
given to guests) 

 Make sure each first time guest fills out a visitor’s card and it is given to pastor prior to message 

 Ensure each guest receives a colored church bulletin 

 Inspect bathrooms and vestibule frequently for cleanliness and pleasant fragrance 

 Make sure tissues, toilet paper, and paper towels are available 

 Be creative to make guest remember their visit at GVWC 

 Make sure guest with children are offered to utilize our children’s church department and 
escorted if needed 

 Point out restrooms and anything that you feel will make their visit pleasant 

 Create a special guest bag to give to special guest1 

Public Relations Director1 
Ministry Description 

 Send press releases concerning GVWC events, accomplishments, etc to local media outlets 

  Follow up on releases sent to media outlets to ensure proper publicity 

 Inform GVWC members on important information and events by distributing internal 
communications2 

 Plan programs and events which will allow GVWC to connect with the community and its leaders 

 Attend and represent GVWC at events held by local churches and organizations in the 
community 

 Utilize multimedia to disseminate information from GVWC 

 Maintain a database of local churches and pastors, community leaders and community outreach 
centers 

 Building a working relationship with community leaders, outreach center directors etc. 

 Work with the ministry leaders to create innovative ways to reach the community 

 Research and implement strategies that will allow GVWC to promote God’s vision as given to 
GVWC  

 Conduct community polls in an attempt to find ways GVWC can better serve the community 

 Promote unity among the body 
 
 
 

                                                             
1
 Greeters Director: Bag can be ordered with GVWC acronyms. 

1
 Public Relations Director: This ministry will work closely with the Media Communication Ministry 

2
 Public Relations Director: i.e. newsletter articles, short video messages, phone calls etc. 
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Usher Board Ministry Director 
Ministry Description 

 Meet with ushers before each service and pray for alertness and sensitivity to the spirit  

 Review usher’s performance quarterly1 

 Ensure members and special guest have tithe envelopes and programs  

 Distribute napkins, lap scarves etc. as needed 

 Limit walking and talking in the sanctuary 

 Practice courtesy and warmth to all who enter GVWC doors 

 Emphasis that extreme politeness must be shown at all times.  NO EXCEPTIONS 

 Be prepared to usher at all services; including special services, and funerals 

 Ensure that the sanctuary and bathrooms are free of all debris 

 Monitor sanctuary for any gum chewing, drinking, texting or playing in the sanctuary 

 Find adequate seating for guest prior to escorting them into the sanctuary2 

 Checked regularly that bathrooms are cleaned and stocked with supplies 

 Ensure ushers are dressed appropriately; clothing is coordinated, clean and pressed 

 Make sure usher’s hygiene is acceptable  

 Create and update usher’s schedule for services held at the local church 

 Instruct ushers of their tasks for each assigned service 

 Conduct a meeting with the ushers once a month. 

 Hold ongoing training for seasoned and new ushers 

 Ensure special guest are treated with respect 

 Be alert and evaluate, and instruct the ushers of any needed improvements 

 Attend all leadership meetings as indicated by pastors  
 

 

 

 

                                                             
1
 Usher Board Ministry Director: If an usher is unable to meet the requirements they may need to be placed in another area of ministry.  

2
 Usher Board Ministry Director: Never bring guest down an isle before an usher has prepared seating. Please note prepared seating means to have seat cleared 

first, escort guest to seat and guest can sit down immediately. 
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Assistant Administrator 
Ministry Description 

 Work together with board clerk to keep the permanent church register current 

 Create and maintain physical asset tracking system 

 Assist outreach team with the creation and mailing of quarterly mailing pieces 

 Provide clerical assistance to church staff as needed 

 Provide clerical assistance to office manager as needed 

 Provide clerical assistance to church ministries as needed 

 Provide backup support for administrative assistant 

 Order office supplies as needed 

 Coordinate with the Information Technology Division Leader the repair/maintenance of church 
office equipment 

 Coordinate/assist with special events 

 Gather information, prepare, layout and print weekly reports 

Assistant Treasurer 
Ministry Description 

 Assist in preparation of offering as scheduled 

 Prepare “Pastor’s Report” before the 5th  

 Key in data for reimbursement forms and file 

 Backup system after each data entry 

 Make sure tithes envelopes match deposit reports  

 Assist head treasurer and office manager as needed 
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Church Administrator 
Ministry Description 

 Oversee the work of the church clerk and treasurer in the receipt, deposit and disbursement of 
all church funds 

 With the church clerk and treasurer, establishes a financial record system for the church and 
directing its operations 

 Oversee the purchasing process and maintaining vendor relationships 

 Oversee the preparation of monthly financial reports to ministries and committees 

 Maintain a proper cash flow control to meet obligations 

 Work with the church administration committee, the head office manager and the church clerk 
to prepare an annual budget for approval by the pastors, and implements it upon approval 

 Work with the appropriate committees in planning and promoting the annual church 
stewardship campaign and capital fund drives 

 Work with the pastors and the church administration committee to obtain or restructure long or 
short-term debt financing 

 Obtain an annual audit or review of the church's financial statements 

 Oversee the administering of the accounts payable for church operations 

 Ensure all tax reports (941, W–2) are promptly paid and timely filed 
 

Church Clerk1 
Ministry Description 

 Submit monthly reports to headquarters 

 Submit offering to General Treasury  

 Issue payment of Pastor’s weekly salary and/or offerings 

 Record and document all minutes during church business meeting 

 Send estimated tax info quarterly reports to IRS for all employees 

 Process all IRS forms for employees such as W2s, 1099, etc., 

 Reconcile all credit card transactions and reimbursement forms 

 Maintain accurate church records 

 Ensure all reimbursements and check distributions follow the proper procedures  

 Pay church monthly expenses 

 Issue checks for all monies disbursed from church bank accounts 

 Complete misc. transactions on church bank account at local branch 

 Give report in local church business conference 

 Receive and disperse membership transfers 

 Be prepared always for unexpected call conferences 

 Report in church business conference 

 Process any inquiries related to finances 
 

                                                             
1
 Church Clerk: This list covers the main areas of this ministry but not all.  
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Finance & Stewardship Committee  
Ministry Description 

 Prepare a budget---determine and pursue necessary steps 

 Plan an annual stage for disbursements of funds 

 Report fund balances and accounts systematically 

 State a checks and balances system that guarantees openness and other accountability 
expectations 

 Provide a policy of time and effect for periodic “auditing” of the finance and stewardship 
process 

 Send a well-defined message to the congregation that a good stewardship policy Is in effect 

 Determine the church fiscal year to be June 1 through May 31 

 Promote the axiom that a “giving church produces giving people 

 Accept the axiom that the vision drives the budget; and not the opposite 

 Provide methods to inform the church congregation of the financial health of the church on a 
weekly, monthly, quarterly, and annual basis 

 Plan an annual stewardship month 

 Understand that people give to vision more than they give to need 

  Sponsor an annual, free “thank you” dinner for all church contributors 

 Honor the accountability that no one can be part of the team who fail to be a model in tithing 
and offering 

Office Assistants 
Ministry Description 

 Support the office staff by assisting with coordinating all church office activity 

 Work directly with the office, pastoral staff, and office assistants 

 Effectively support the ministry of Greater Vision Worship Center by attention to the weekly 
administrative responsibilities of the office 

 Count currency, coins, and checks received, by hand or using currency-counting machine, in 
order to prepare them for deposit 

 Verify that signatures are correct on checks submitted by members 

 Examine checks for endorsements and to verify other information such as dates, bank names, 
identification of the persons receiving payments and the legality of the documents, and verify 
that written and numerical amounts agree on said submittals, and check accuracy of deposit 
slips 

 Receive checks and cash for deposit after every service, verify amounts, enter customers' 
transactions into computers in order to record transactions and issue computer-generated 
receipts 

 Identify transaction mistakes when debits and credits do not balance 

 Prepare and deposit slips 

 Arrange monies received in coin dispensers according to denomination 

 Resolve problems or discrepancies concerning members' submittals 

 Perform other necessary and related work as may be assigned 
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Office Manager 
Ministry Description 

 Give general direction to the operation of the church office, and supervises the secretarial, 
clerical and office personnel as assigned 

 Ensure proper maintenance of all office equipment and computer systems 

 Ensure that proper computer backup is routinely maintained 

 Facilitate staff training on church computer systems and office equipment 

 Facilitate periodic review of computer systems and office equipment with assistance from the 
Information Technology Division Leader 

 Oversee the completion of all administrative/financial tasks 
 

Head Treasurer 
Ministry Description 

 Train Assistant treasurer 

 Assist in data entry and maintaining church database 

 Key reimbursement forms into spreadsheet/CDM 

 Back up data daily 

 Process tithes reports and distribute to leaders 

 Assist in preparation offering as scheduled 

 Audit tithes envelopes after each offering is complete 

 Prepare monthly report 

 Prepare weekly report 

 Prepare and Make deposits 
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New Building Fundraising Committee Director 
Ministry Description 

 Oversee projects for fundraising 

 Present fundraising ideas to committee 

 Boost new building fundraising projects at local church 

 Work with creative director to create professional videos, brochures, etc. 

 Solicit businesses for donations 

 Create projects for fundraising 

New Building PR Committee Director 
Ministry Description 

 Ignite excitement among the congregation concerning the new building process 

 Update GVWC on progress toward the new building monthly or more as needed 

New Building Planning Committee Chairman 
Ministry Description 

 Serve as liaison to keep committee informed of any new business 

 Serves as liaison for the Building committee and Pastor 

 Spokesperson for GVWC and building committee regarding building project and negotiation 

 Moderates the building committee meetings 

 Negotiates with banks and contractors 

 Attend scheduled meetings 

 Assist in building design plans and structure 

 Formulate feasibility plan and negotiate feasibility cost 

 Coordinate with banks, lawyers, and zoning committees 

 Present proposals upon request 

 Coordinate with pastors at all times 

 Final decisions must be made by pastors 

 Do not lock into anything without prior approval 

 Plan interior decorating and floor plan developments 

 Keeps Pastors abreast of any new and any progression of existing business  
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Church Cleaning Coordinator 
Ministry Description 

 Thoroughly Clean the Pastoral/Administrative Office 
o Clean and sanitize desk 
o Clean microwave 
o Defrost and clean refrigerator once a month 
o Vacuum 
o Water the plants 

 Oversee all care group leaders and their cleaning schedule1 
o Give reminders to each care group leader when approaching their scheduled month 

Á See cleaning calendar in your packet 

 Arrive early before each service to ensure the church has been properly cleaned. 

 Ensure the church is sanitized and maintains a fresh order 

 Serve as point of contact for any property that has been damaged or missing.  
o Report these findings to the Property Manager and/or handle them personally. 

Cleaning Supply Coordinator 
Ministry Description 

 Maintain a log of all supplies 

 Ensure all supplies are kept fully stocked 

 Submit a request form for purchasing supplies1 

 Keep supply closet neat and in compliance with fire codes 

 Work closely with the Church Cleaning Coordinator to ensure church is maintained 

 

 

 

 

 

 

 

 

                                                             
1 Care Group Cleaning Coordinator: It is the responsibility of the Care Group Cleaning Coordinator to ensure the church is clean. The coordinator is held responsible 
for the cleaning of the church, in the event that the church has not been cleaned. 
1
 Church Supply Coordinator: see ministry packet for form, form must be approved by pastors before purchase is made 
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Parking Lot Attendant Director 
Ministry Description 

 Pray over the grounds as you walk 

 Greet our members and guest with a warm smile 

 Coordinate all parking for all morning, evening and special events services 

 Reserve parking for guest speakers and special guests 

 Arrive at the church 30 minutes prior to the start of each service 

 Ensure neighbor’s driveways are not blocked 1  

 Contact the Property Manager to inform about any parking hazards2 

 Ensure drivers do not block entrance and exit to parking lot 

 Assist drivers in parking to allow all available space is used  

 Be alert to any cars lights that may be left on 

 Assist elderly/handicapped to and from their vehicle as necessary 

 Observe and ensure the safety of pedestrians, especially children while vehicles are moving. 

 Remind drivers when necessary to lock doors and to remove or hide valuables from open view 

Property Management Director1 
Ministry Description 

 Replace and repair any damaged area of building or land1 

 Assemble your team to assist as needed for repairs 

 Be familiar with all fire codes for church and ensure that building meets city fire codes 

 Know scheduled dates fire marshals visits church 

 Be prepared and willing to do whatever is necessary to ensure building is adequate 

 Schedule a bi-annual church clean-up 

 Make sure snow and ice is removed during inclement weather 

 Ensure landscape is presentable 

 Report any major damage to your Division Administrator 

 Monitor the cleanliness of church and address any concerns with church cleaning committee 
director 

 Monitor supplies and address any concerns with church supply coordinator 
 
 
 
 

                                                             
1
 Parking Lot Attendant Director: If a car is blocking another vehicle or driveway please send a note immediately to the Media Shout technician to display on the 

projector. 
2
 Parking Lot Attendant Director: Notify Property Management Director of any potholes, uneven gravel, etc.  

1
 Property Management Director: This is not an exhausted list.  Please adjust as needed. 

1
 Property Management Director: Please note all purchases must have prior pastoral approval.  NO EXCEPTIONS. In case of emergency, contact pastors by phone 

for approval. 
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Maintenance Team 
Ministry Description 

 Conduct periodic inspections of church property 

 Promptly repairs any damages to prevent any further damages 

 When necessary to hire other repairmen, obtain a minimum of three written estimates from 
reputable sources 

 Get prior approval before purchasing any repair supplies1 

 Schedule one day each month for routine repair/improvements. 

 Schedule a quarterly cleaning day for entire church 

Security Team Director 
Ministry Description 

 Schedule a team member to lock up building following each service (including special programs) 

 Remove completed lockup checklists weekly, replace new checklists as needed  

 Routinely review completed checklists for any included notes1  

 Randomly conduct walk-through and conduct security checks to ensure checks are being 
completed.  

 Conduct regular briefings with team or church as necessary to address any problem areas 

 Make sure all exterior doors, and windows are locked 

 Occasionally walk outside during service to check for loiters 

 Be alert to visitors at the church 

 Watch out for members and leadership inside sanctuary and parking lot 

 Assign a team member to escort treasure to do bank deposit 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

                                                             
1
 Maintenance Team: Prior approval from pastors is mandatory, NO EXCEPTIONS, without prior approval you will not be reimbursed. 

1
 Security Team Director: If there is a note of an inoperative door, window, etc., it should be made safe until it can be repaired.  
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Transportation Director 
Ministry Description 

 Inform each driver of transportation procedure policy  

 Insurance company must approve all drivers1 

 Only authorized drivers can operate the van 

 Make sure each driver signs off on GVWC agreement form 

 Make check list available prior to trips  

 Each driver is expected to do check list  

 Drivers must collect gas money from each passengers prior to trip  ($3 each person) 

 Tank must be refilled after each trip  

 Van must be cleaned after each use (inside and out)2 

 A list must be kept on all authorized drivers  

 Schedule yearly state inspections. 

 All documents on van must be current 
o Insurance coverage 
o Registration 

 Each driver must be made aware of all emergency documents and their locations 

 All drivers must watch Safety video prior to being listed as an authorized driver 

 Visually inspect van weekly for damage, necessary cleaning and maintenance 

 Conduct regular briefings/training for all van drivers to address issues such as; 
o Safe driving techniques for inclement weather 
o Problem areas  
o Checklists completion  
o Emergency procedures 

 Ensure that mileage is recorded before and after each use. 

 Inspect van after each use and document results. 
 

 

 

 

 

 

 

 

                                                             
1
 Transportation Director: Insurance Company will not permit drivers with reckless driving history or tickets. 

2
 Transportation Director: Drivers are responsible to cleaned vehicle interior and exterior after each use.   
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Church Literature Representative 
Ministry Description 

 Order and organize all literature 

 Ensure that tracks are available for distribution during witnessing 

 Keep accurate records of track distribution  

 Be prepared to report in local business conference 

Evangelism Director1 
Ministry Description 

 Pray for this ministerial area daily 

 Organize and schedule ministers into teams for weekly witnessing 

 Follow-up on prospects 

 Provide ministers with a monthly calendar of assigned Saturdays 

 Submit a monthly typed memo to pastors with progress or concerns of witnessing teams and 
number of experiences 

 Perform quarterly training sessions on witnessing 

 Organize teams for midnight witnessing 

 Do follow-up on special guest each week, especially those who indicate on their form that they 
desire a visit/info on church. (See Min. Montae for special guest info) 

 Keep pastors informed on special guest visits 

 Provide pastor with a typed monthly update on experiences and minister’s accountability 

 Meet with ministers and instruct them of what is expected such as: 
o Pray before they leave for visitation 
o Ministers are to be on time  
o Ministers who are unavailable on their assigned Saturday must switch with another 

minister and notify coordinator 
o Minister will be evaluated by the pastors quarterly (Please note your attendance and 

accountability on the witnessing team will be in your file) 

 Log all visits and create a form that ministers can use to document their experience at each 
home visited 

 Follow up monthly with anyone receptive to the visit.  A care group leader should be assigned to 
that home immediately. 

 Follow-up on the care group leader to ensure that the visit was scheduled and kept.   

 Document everything via typed memos and signatures of recipients 
 

 

 

                                                             
1
 Evangelism Director: This list is not an exhausted list.  Please add as the Holy Ghost leads. 
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Evangelism Assistant Director1 
Ministry Description 

 Assist the Evangelism Director in outreach efforts 

 Complete the Midnight Witnessing Training Course 

 Pray for this ministerial area daily 

 Assist with organizing and scheduling ministers into teams for weekly witnessing 

 Follow-up on prospects 

 Assist with quarterly training sessions on witnessing 

Head Moderator 
Ministry Description 

 Pray for sensitivity and a flow of the spirit. Encourage all moderators to pray for this gift 

 Meet monthly with ministers and pray, brainstorm together for ways to improve 

 Schedule moderator and alternate for each service 

 Ensure moderators assign others to pray and read scripture1 

 Pray daily for all services  

 Obtain and follow the program (modifications can be made when led by the spirit). 

 Acknowledge the Pastors during the service 

 Coordinate with ministry leaders to schedule moderators for that ministries service 

 Do not leave before service has ended 

 Please do not refer to the projection area as the back wall2 

 Remember to leave room for the message 

Intercessory Prayer Director 
Ministry Description 

 Maintain a lifestyle of prayer 

 Pray in homes and at the local church 

 Visit members of the local body during bereavement or upon dire need. 

 Pray for: 
o The needs of the church 
o Pastors 
o Ministers 
o Members 
o Sick and Shut in 
o Backsliders etc. 
o The Church Expansion Project (New Building) 

 Assign Team members to arrive at services 15 minutes prior to start time to set the atmosphere. 

                                                             
1
 Evangelism Director: This list is not an exhausted list.  Please add as the Holy Ghost leads. 

1
 Head Moderator: Notify those assigned to read or pray no less than 5 days before assignment. 

2
 Head Moderator: Please refer to as projection area, behind me, or the front wall ;) 
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Intercessory Prayer Setup Director 
Ministry Description 

 Make sure monthly prayer session is on announcements 

 Ensure church is opened 30 minutes prior to scheduled time 

 Remove all papers and blankets etc., from sanctuary.   

 Make sure all candles are blown out and put away 

 Lock up and sign lock up sheet 

 Turn air or heat on two hours before prayer 

 Adjust heat and/or air before lockup (prayer and Sunday services) 

Ministerial Director 
Ministry Description 

This position requires a leader who is an example of leadership and dedication to the Lord.  One 

who is serious about the things of God and understands the flow of the Spirit and are submissive to 

God and Leadership 

 

 Coordinate ministers in sanctuary (They are to sit to the left facing pulpit every Sunday) 

 Pray for them 

 In accountability to the Pastors, the Minister Coordinator develops ministry and outreach 
programs to assist ministers in their positioning as ministers. 

 Develops goals and objectives for the ministers’ ministry area in line with the Pastors’ strategic 
plan. 

 Provides ongoing informal performance feedback and reports the Pastors regarding ministers’ 
ministry activity and performance. 

 Give a scripture to study during the week 

 Instruct them in ways of righteousness, as needed 

 Have a 5-10 minute prayer or talk with minister each Sunday service (emphasizing their 
importance to that service that day) 

 Train or teach them the importance of their role as a minister (You can do this during your 
sessions on Sundays with them) 

 Boost Care Group training posted on the board and minister classes which will be announced 

 Teach them the importance and joy of following God and leadership 

 Remind them to limit movement in pulpit due to filming 

 In accountability to the Pastors, the Minister Coordinator develops ministry and outreach 
programs to assist ministers in their positioning as ministers. 

 Develops goals and objectives for the ministers’ ministry area in line with the Pastors’ strategic 
plan. 

 Assesses ministers’ ministry needs and develops programs and activities to meet those needs. 

 Initiates/ assists Pastors in planning and implementing minister training and development. 

 Provides ongoing informal performance feedback and reports the Pastors regarding ministers’ 
ministry activity and performance. 
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Restoration Coordinator 
Ministry Description 

 Visit backsliders regularly  

 Pray continually for the backslider’s restoration. 

 Coordinate with the church office staff to disseminate letters concerning the 

spiritual/membership status and intentions of inactive members.  

 Report to the business conference any information concerning existing but inactive 

members.  

Sick & Shut-in Ministries Director 
Ministry Description 

 Contact, visit and pray for those who are sick and/or shut in 

 Coordinate with Creative Director to give a complimentary DVD of service 

 Keep Pastors updated on sick and shut-ins via pastors’ administrator or armourbearer 

 Coordinate with care group leader or minister to have an in home service for sick and shut in 
members 

 Assist as needed in cleaning, cooking or running errands 

Evangelism Service Coordinator 
Ministry Description 

 Pray for a move of God before and during Service 

 Work with Minister of music for anointed songs, media and drama 

 Plan and coordinate 3rd Sunday night service 

 Designate prayer warriors to intercede for the service 

 Assign ministers, exalters and moderators for service  

Visitors Correspondent Coordinator 
Ministry Description 

 Pray over correspondents for special guest 

 Periodically create new correspondence letters or brochures 

 Provide pastors with list of each special guest information 

 Keep an accurate database 

 Provide evangelism department with a visitation list of special guest information 

 Call special guest no later than the Wednesday after their visit 

 Send letters out the following Monday1 
 
  

                                                             
1
 Visitors Correspondent: Please be aware of special guest who may visit on Wednesday’s also.  Make sure these guest are sent correspondences  
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Division One 

Division Administrator: Min. Matisha Hamilton 

Pastoral Care Ministries 

Ministry Leader/Assistant Email 

Armourbearer (Bishop) Min. Aldostin Byrd albryd@greatervisioncogop.org 

Head Curator Min. Kim Byrd kimbyrd@greatervisioncogop.org 

PAC Committee Min. Matisha Hamilton matishahamilton@greatervisioncogop.org 

Care Group Leaders #1 Min. Matisha Hamilton matishahamilton@greatervisioncogop.org 

 Asst. Michael Woods mikewoods@greatervisioncogop.org 

 #2 Min. Lucille Williams lucillewilliams@greatervisioncogop.org 

 Asst. Min. Al Byrd albryd@greatervisioncogop.org 

 #3 Brenda Reddick brendareddick@greatervisioncogop.org 

 Asst. Min. Lakima Walker lakimawalker@greatervisioncogop.org 

 #4 Min. Rose Byrd rosebyrd@greatervisioncogop.org 

 Asst. Vashti  Wright  vashtiwright@greatervisioncogop.org 

 #5 Min. Onzer Brown onzerbrown@greatervisioncogop.org 

 Asst. Charles Rouse  charlesrouse@greatervisioncogop.org 

 #6 Kira Reddick kirareddick@greatervisioncogop.org 

 Yolanda Sanders yolandasanders@greatervisioncogop.org 

 #7 Linda Williams lindawilliams@greatervisioncogop.org 

 Michelle Harper michelleharper@greatervisioncogop.org 

 #8 Min. Wanda Carter wandacarter@greatervisioncogop.org 

 Min. Sandra Koonce sandrakoonce@greatervisioncogop.org 

 #9 Jeremy Reddick jeremyreddick@greatervisioncogop.org 

 Rachel Nelson rachelnelson@greatervisioncogop.org 

 #10 Bishop Michael Roseboro bishopmike@greatervisioncogop.org 

 Asst. Pastor Janice Roseboro pastorjanice@greatervisioncogop.org 

Pastoral Administrator Min. Montae Bryant montaebryant@greatervisioncogop.org 

 Asst. Pam Eason pameason@greatervisioncogop.org 

Deacon John L. Rouse johnrouse@greatervisioncogop.org 

Music & Arts Ministry 

Ministry Leader/Assistant Email 

Minister of Music Devonia Netcliff devonianetcliff@greatervisioncogop.org 

Music & Arts Administrator Rachel Nelson rachelnelson@greatervisioncogop.org 

Praise Team Director Min. Tiffany Rouse tiffanyrouse@greatervisioncogop.org 

Choir Directors Min. Tiffany Rouse tiffanyrouse@greatervisioncogop.org 

 Min. Montae Bryant montaebryant@greatervisioncogop.org 

 John L. Rouse johnrouse@greatervisioncogop.org 

Media Com. Creative Director Min. Montae Bryant montaebryant@greatervisioncogop.org 

 Asst. Ashlee Rouse ashleerouse@greatervisioncogop.org 

Drama Ministry Director Min. Lucille Williams lucillewilliams@greatervisioncogop.org 

 Asst. Min. Michelle Harper michelleharper@greatervisioncogop.org 

Puppet Ministry Director Min. Terri Gipson terrigipson@greatervisioncogop.org 

 Asst. Ashlee Rouse ashleerouse@greatervisioncogop.org 

Adult Mime/Flag Ministries Director Min. Tracey Clark traceyclark@greatervisioncogop.org 

Youth Mime Ministries Director Rachel Nelson rachelnelson@greatervisioncogop.org 

 Asst. Jeremy Reddick jeremyreddick@greatervisioncogop.org 

 Flag Asst. Passhon Jones passhonjones@greatervisioncogop.org 

mailto:albryd@greatervisioncogop.org
mailto:kimbyrd@greatervisioncogop.org
mailto:matishahamilton@greatervisioncogop.org
mailto:brendareddick@greatervisioncogop.org
mailto:lindawilliams@greatervisioncogop.org
mailto:jeremyreddick@greatervisioncogop.org
mailto:rachelnelson@greatervisioncogop.org
mailto:montaebryant@greatervisioncogop.org
mailto:pameason@greatervisioncogop.org
mailto:johnrouse@greatervisioncogop.org
mailto:devonianetcliff@greatervisioncogop.org
mailto:tiffanyrouse@greatervisioncogop.org
mailto:tiffanyrouse@greatervisioncogop.org
mailto:montaebryant@greatervisioncogop.org
mailto:johnrouse@greatervisioncogop.org
mailto:montaebryant@greatervisioncogop.org
mailto:ashleerouse@greatervisioncogop.org
mailto:lucillewilliams@greatervisioncogop.org
mailto:michelleharper@greatervisioncogop.org
mailto:terrigipson@greatervisioncogop.org
mailto:ashleerouse@greatervisioncogop.org
mailto:traceyclark@greatervisioncogop.org
mailto:rachelsanders@greatervisioncogop.org
mailto:passhonjones@greatervisioncogop.org
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Division Two 

Division Administrator: Kira Reddick 

Educational Ministries 

Ministry Leader/Assistant Email 

Education Director Min. Wanda Carter wandacarter@greatervisioncogop.org 

 Asst. Kira Reddick kirareddick@greatervisioncogop.org 

 Asst. Min. Terri Gipson terrigipson@greatervisioncogop.org 

VBS Director Pam Eason pameason@greatervisioncogop.org 

 Asst. Shirley Barfield shirleybarfield@greatervisioncogop.org 

 Asst. Siamora McNeil simoramcneil@greatervisioncogop.org 

New Convert Ministry Director Min. Tiffany Rouse tiffanyrouse@greatervisioncogop.org 

 Asst. Min. James Hamilton jameshamilton@greatervisioncogop.org 

New Member's Ministry Director Min. Matisha Hamilton matishahamilton@greatervisioncogop.org 

 Asst. Min. Lakima Walker lakimawalker@greatervisioncogop.org 

Sunday School Superintendant Min. Aldostin Byrd albryd@greatervisioncogop.org 

 Asst. Kim Byrd kimbyrd@greatervisioncogop.org 

Specialized Ministries 

Ministry Leader/Assistant Email 

Couples/Family Ministries Co-Directors Charles Rouse charlesrouse@greatervisioncogop.org 

 Min. Tiffany Rouse tiffanyrouse@greatervisioncogop.org 

Single's Ministry Director Linda Williams singlesministry@greatervisioncogop.org 

 Asst. Patrilla Williams patrillawilliams@greatervisioncogop.org 

 Asst. Johnetta Reddick johnettareddick@greatervisioncogop.org 

Women's Ministry Director Min. Tracey Clark traceyclark@greatervisioncogop.org 

 Asst. Patrilla Williams patrillawilliams@greatervisioncogop.org 

Senior/JOY Ministries Director Brenda Reddick brendareddick@greatervisioncogop.org 

 Asst. Cynthia Johnson cynthiajohnson@greatervisioncogop.org 

On The Move Kids Church Director Kira Reddick kirareddick@greatervisioncogop.org 

 Asst. Shirley Barfield shirleybarfield@greatervisioncogop.org 

Men's Ministry Director Min. Aldostin Byrd albryd@greatervisioncogop.org 

 Asst. James Hamilton jameshamilton@greatervisioncogop.org 

Your Ministry Co-Directors Jeremy Reddick jeremyreddick@greatervisioncogop.org 

 LaDonn Woodson ladonnwoodson@greatervisioncogop.org 

Youth Conference/Program Coordinator Min. Montae Bryant montaebryant@greatervisioncogop.org 

 Asst. Ladonn Woodson ladonnwoodson@greatervisioncogop.org 

Youth Activities Coordinator Latasha Williams latashawilliams@greatervisioncogop.org 

 Asst. Min. Montae Bryant montaebryant@greatervisioncogop.org 

Women's Fitness Coordinator Min. Sandra Koonce sandrakoonce@greatervisioncogop.org 

mailto:wandacarter@greatervisioncogop.org
mailto:kirareddick@greatervisioncogop.org
mailto:terrigipson@greatervisioncogop.org
mailto:shirleybarfield@greatervisioncogop.org
mailto:simoramcneil@greatervisioncogop.org
mailto:tiffanyrouse@greatervisioncogop.org
mailto:jameshamilton@greatervisioncogop.org
mailto:matishahamilton@greatervisioncogop.org
mailto:lakimawalker@greatervisioncogop.org
mailto:albryd@greatervisioncogop.org
mailto:kimbyrd@greatervisioncogop.org
mailto:charlesrouse@greatervisioncogop.org
mailto:tiffanyrouse@greatervisioncogop.org
mailto:singlesministry@greatervisioncogop.org
mailto:patrillawilliams@greatervisioncogop.org
mailto:johnettareddick@greatervisioncogop.org
mailto:traceyclark@greatervisioncogop.org
mailto:patrillawilliams@greatervisioncogop.org
mailto:brendareddick@greatervisioncogop.org
mailto:cynthiajohnson@greatervisioncogop.org
mailto:kirareddick@greatervisioncogop.org
mailto:shirleybarfield@greatervisioncogop.org
mailto:albryd@greatervisioncogop.org
mailto:jameshamilton@greatervisioncogop.org
mailto:jeremyreddick@greatervisioncogop.org
mailto:ladonnwoodson@greatervisioncogop.org
mailto:montaebryant@greatervisioncogop.org
mailto:ladonnwoodson@greatervisioncogop.org
mailto:sandrakoonce@greatervisioncogop.org
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Division Three 

Division Administrator: Sis. Pam Eason 

Church Support Ministries 

Ministry Leader/Assistant Email 

Heritage/Mission Trip Coordinator Cynthia Johnson cynthiajohnson@greatervisioncogop.org 

Special Services Coordinator Min. Lucille Williams lucillewilliams@greatervisioncogop.org 

 Asst. Diane Hinton dianehinton@greatervisioncogop.org 

Special Event Decorating Ministries Min. Tracey Clark traceyclark@greatervisioncogop.org 

 Asst. Eboni Yarn eboniyarn@greatervisioncogop.org 

 Asst. Terri Gipson terrigipson@greatervisioncogop.org 

Hospitality Ministry Director Min. Michelle Harper michelleharper@greatervisioncogop.org 

 Asst. Brenda Reddick brendareddick@greatervisioncogop.org 

Healthcare Ministries Director Min. Rose Byrd rosebyrd@greatervisioncogop.org 

Bereavement Director Pam Eason pameason@greatervisioncogop.org 

Permit Ministry Coordinator Pam Eason pameason@greatervisioncogop.org 

 Asst. Kira Reddick kirareddick@greatervisioncogop.org 

Public Relations Ministries 

Ministry Leader/Assistant Email 

Director of Public Relations Min. Teresa Davis teresadavis@greatervisioncogop.org 

 Asst. Eboni Yarn eboniyarn@greatervisioncogop.org 

Greeting Ministry Director Yolanda Sanders yolandasanders@greatervisioncogop.org 

 Diane Hinton dianehinton@greatervisioncogop.org 

Bulletin Board Monitor Passhon Jones passhonjones@greatervisioncogop.org 

 Asst. Tina Brown tinabrown@greatervisioncogop.org 

Chairman of the Usher Board Min. Lucille Williams lucillewilliams@greatervisioncogop.org 

 Asst. Yolanda Sanders yolandasanders@greatervisioncogop.org 

Announcement Coordinator Min. Lakima Walker lakimawalker@greatervisioncogop.org 

 Asst. Devonia Netcliff devonianetcliff@greatervisioncogop.org 

Church Event Coordinator Min. Montae Bryant montaebryant@greatervisioncogop.org 
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mailto:yolandasanders@greatervisioncogop.org
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mailto:montaebryant@greatervisioncogop.org
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Division Four 

Division Administrator: Min. Kim Byrd 

Executive Ministries 

Ministry Leader/Assistant Email 

Office Manager Min. Wanda Carter wandacarter@greatervisioncogop.org 

Church Administrators Min. Kim Byrd kimbyrd@greatervisioncogop.org 

 Min. Judy Pugh judypugh@greatervisioncogop.org 

 Asst. Eboni Yarn eboniyarn@greatervisioncogop.org 

Church Clerk Min. Kim Byrd kimbyrd@greatervisioncogop.org 

 Asst. Rachel Nelson rachelnelson@greatervisioncogop.org 

Treasurer  Min. Judy Pugh judypugh@greatervisioncogop.org 

 Asst. LaDonn Woodson ladonnwoodson@greatervisioncogop.org 

Finance Committee Chairmen Bishop Michael Roseboro bishopmike@greatervisioncogop.org 

 Pastor Janice Roseboro pastorjanice@greatervisioncogop.org 

Project and Planning Committee 

Ministry Leader/Assistant Email 

New Bldg. Fundraising Committee Director Pam Eason pameason@greatervisioncogop.org 

 Asst. Min. Lakima Walker lakimawalker@greatervisioncogop.org 

 Asst. Sharon Chavis sharonchavis@greatervisioncogop.org 

New Bldg. PR Director Min. Aldostin Byrd albryd@greatervisioncogop.org 

New Bldg. Planning Committee Chairman Min. Matisha Hamilton matishahamilton@greatervisioncogop.org 

 Asst. Min. Wanda Carter wandacarter@greatervisioncogop.org 

 

  

mailto:wandacarter@greatervisioncogop.org
mailto:kimbyrd@greatervisioncogop.org
mailto:judypugh@greatervisioncogop.org
mailto:kimbyrd@greatervisioncogop.org
mailto:rachelnelson@greatervisioncogop.org
mailto:judypugh@greatervisioncogop.org
mailto:bishopmike@greatervisioncogop.org
mailto:pastorjanice@greatervisioncogop.org
mailto:pameason@greatervisioncogop.org
mailto:lakimawalker@greatervisioncogop.org
mailto:sharonchavis@greatervisioncogop.org
mailto:albryd@greatervisioncogop.org
mailto:matishahamilton@greatervisioncogop.org
mailto:wandacarter@greatervisioncogop.org
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Division Five 

Division Administrator: Min. Aldostin Byrd 

Facility Services 

Ministry Leader/Assistant Email 

Property Management Director Tyrone Sanders tyronesanders@greatervisioncogop.org 

Security Team Director Tyrone Sanders tyronesanders@greatervisioncogop.org 

 Asst. Michael Woods michaelwoods@greatervisioncogop.org 

Transportation Director Marshall Chavis marshallchavis@greatervisioncogop.org 

Parking Lot Attendant Director Cal Hart calhart@greatervisioncogop.org 

 Asst. Tavoris Woodard tavoriswoodard@greatervisioncogop.org 

Church Cleaning Committee Director Wongtzu Henriques wongtzuhenriques@greatervisioncogop.org 

 Asst. Min. Lucille Williams lucillewilliams@greatervisioncogop.org 

Cleaning Supply Coordinator Min. Lucille Williams lucillewilliams@greatervisioncogop.org 

Evangelistic Ministries 

Ministry Leader/Assistant Email 

Evangelism Director Min. Lakima Walker lakimawalker@greatervisioncogop.org 

 Asst. Passhon Jones passhonjones@greatervisioncogop.org 

Church Literature Representative Cynthia Johnson cynthiajohnson@greatervisioncogop.org 

 Asst. Johnetta Reddick johnettareddick@greatervisioncogop.org 

Head Moderator Min. Aldostin Byrd albryd@greatervisioncogop.org 

 Asst. Onzer Brown onzerbrown@greatervisioncogop.org 

Intercessory Prayer Director Min. Rose Byrd rosebyrd@greatervisioncogop.org 

 Asst. Min. Kim Byrd kimbyrd@greatervisioncogop.org 

Intercessory Prayer Setup Director Cynthia Johnson cynthiajohnson@greatervisioncogop.org 

Ministerial Director Min. Onzer Brown onzerbrown@greatervisioncogop.org 

 Asst. Min. Lakima Walker lakimawalker@greatervisioncogop.org 

3rd Sunday Evening Service Coordinator Min. James Hamilton jameshamilton@greatervisioncogop.org 

Sick & Shut-in Ministries Director Min. Lucille Williams lucillewilliams@greatervisioncogop.org 

 Asst. John L. Rouse johnrouse@greatervisioncogop.org 

Visitor's Correspondent Coordinator Min. Montae Bryant montaebryant@greatervisioncogop.org 

 Asst. Lakima Walker lakimawalker@greatervisioncogop.org 

Restoration Coordinator Min. Rose Byrd rosebyrd@greatervisioncogop.org 
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Business Meetings1 

 Each local church should hold a regular business conference quarterly. It is suggested the first 

Monday night in March, June, September, and December be reserved for the conference. A meeting 

may be called anytime by the pastor or state overseer. 

 The pastor should moderate all business meetings. If there is no pastor, the 

national/regional/state overseer has the authority to act or to appoint a licensed minister to preside. 

Where one pastor has the care of several churches, he may arrange the business meetings for his 

convenience. 

 Every member should attend every business session if possible. Matters should be discussed 

with love, humility, and meekness. All church matters should be confirmed by the overwhelming 

consensus process. 

 If a matter cannot be settled satisfactorily by the local church, they should call for the assistance 

of the national/regional/state/district overseer. 

SSuuggggeesstteedd  AArrrraannggeemmeenntt  aanndd  OOrrddeerr  ooff  BBuussiinneessss  

 The conference may be opened with an appropriate Scripture reading and a prayer for divine 
guidance. 

 The clerk should read the minutes of the last regular meeting and called meetings. 

 There should be correction of the minutes, if needed, or acceptance of the minutes as read. 

 The treasurer should give a report of all finances, which would include an itemized statement of 
receipts and disbursements and the balance in the church’s treasury. 

 All local church ministries should give a report of the work and progress of their particular 
ministries. Requests for transfer of membership to or from the local church should be 
presented, discussed and acted upon. The meeting may then be adjourned with prayer. 
 

 
  

                                                             
1
 (Church of God of Prophecy Minutes of the 91st General Assembly, 2000) 
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Reporting System of the Ministry1 

Effective October 1, 1996, licensed ministers and pastors are to send the tithes of income from the 

ministry with their monthly reports to the national/regional/state office. 

AA..  BBiisshhooppss  

1. Report monthly to the national/regional/state office. 

2. Report quarterly to the International Office. 

BB..  LLiicceennsseedd  MMiinniisstteerrss  

1. Report quarterly to the International Office. 

2. Report Monthly to the national/regional/state office 

CC..  DDeeaaccoonnss  

1. Report quarterly to the Local Church Conference and annually to the national/regional/state 

office. 

DD..  TTrriiaall  DDeeaaccoonnss  

1. Report quarterly to the Local Church Conference in duplicate. 

2. Duplicate report to be forwarded to the national/regional/state overseer by the church 

clerk. 

EE..  LLaayy  MMiinnssiitteerrss  

1. Report quarterly to the Local Church Conference in duplicate or, if pastors, monthly to 

national/regional/state office. 

2. Duplicate report to be forwarded to the national/regional/state overseer by the church clerk 

i. Note: Lay ministers tithe to the local church unless they are an appointed pastor in 

which case they should tithe to the national/regional/state office as other pastors 

do. Lay ministers licenses should be renewed at the first of each calendar year at the 

national/regional/state office. 

FF..  RReettiirree  MMiinniisstteerrss  

1. Report monthly and pay tithes from the ministry to the national/regional/state office. 

2. Report annually to the national/regional/state office if no tithes from ministry. 

3. Report annually to the International Office. (Those desiring to continue reporting monthly to 

the state office may do so.) 

GG..  UUnnaabbllee  MMiinniisstteerrss  

1. Not required to report to state or International Office. Should inform offices of the change 

of address.  

i. Note: Those who receive a monthly allotment from Ministerial Services will continue 

to pay their tithes to the national/regional/state office.  

  

                                                             
1
 (Church of God of Prophecy Minutes of the 91st General Assembly, 2000) 
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General Ministerial Competencies1 

 
 In order to be fully equipped for the work of ministering, a person should know or be able to do 

the following: 

1. Learn and practice the process of personal spiritual and character formation in developing a 

personal relationship with Jesus Christ and, in so doing, become conformed to His image. 

2. Have a general knowledge of the nature, history, importance, background, and content of the 

Bible. 

3. Have a working knowledge of the various methods of Bible study and be able to utilize these 

methods in their growth and ministerial work. 

4. Become familiar with the various types of evangelism (personal, mass, cross-cultural, etc.), in 

order to be personally equipped to effectively share the gospel. 

5. Develop communication skills that will enable effective interaction with other people, (i.e., 

reading, writing, speaking, and listening). 

6. Develop relational skills that will enable them to work effectively with those to whom and with 

whom they minister. 

7. Understand and practice biblical principles of stewardship in regard to time, money, and service, 

and teach others to be committed to these principles. 

8. Develop and utilize the basic skills of counseling so that a broad spectrum of people can be 

helped. 

9. Have a working knowledge of the history of Christianity, including the major events, people, and 

movements that have brought Christianity to its current state. 

10. Having a working knowledge of the history, polity, organization, and doctrine of the Church of 

God of Prophecy. 

11. Understand the major issues of Christian ethics and how those issues impact the daily life of the 

Christian. 

12. Be aware of ways in which the Christian faith can be lived out practically, not just theoretically, 

by developing and participating in practical ministries that relate to the actual life situations of 

people.  

13. Learn and practice the skills necessary to be a lifelong learner, so that the process of personal 

development can continue. 

14. Be knowledgeable of the major issues of systematic theology and relate them to the lives of 

those to whom they minister. 

15. Develop the leadership and appropriate administrative skills necessary to carry out ministry in 

the church and world. 

These competencies are considered of such vital importance that all who acknowledge a call to, or 

gifting for, any area of ministry, lay or professional, should strive to develop them.  

  

                                                             
1
 (Church of God of Prophecy Minutes of the 91st General Assembly, 2000) 
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Ministry Policies1 

The ministry is a high and holy calling and should not be entered into lightly. A deep reverence 

and sincerity toward God, who has called the candidate, should always be first and foremost in priority 

as he prepares for entering the ministry. It is not the church that calls, but God. Therefore, one’s first 

allegiance should be to God. The candidate must meet some fundamental requirements and 

qualifications before he is licensed or ordained. God’s work does not operate in a vacuum, but in the 

real world where civil duties are required, as well as spiritual. The Apostle Paul instructed Timothy to 

“Study to show thyself approved unto God, a workman that needeth not to be ashamed, rightly dividing 

the word of truth” (2 Timothy 2:15). “But watch thou in all things, endure afflictions, do the work of an 

evangelist, make full proof of thy ministry” (4:5) 

Recommending a Member for the Church Ministry1 

TThhee  LLooccaall  CChhuurrcchhΩΩss  RReessppoonnssiibbiilliittyy  

The local church’s responsibility in the matter of ministerial recommendations is no less awesome 

than the individual’s profession of the calling. It is too sober a business to allow personal feelings or 

relationships to influence the recommendation or if more time is requested. 

TThhee  NNeecceessssiittyy  ooff  EExxaammiinnaattiioonn  

The welfare of the church and its mandate to carry out the Great Commission requires that men and 

women entering the ministry be examined as to their qualifications in order that the ministry not be 

degraded by being committed to unworthy persons. It is expected that the candidates be of mature 

spiritual stature and posses the necessary gifts and abilities sufficient to lead and instruct God’s 

people. 

For this reason, no new minister shall be licensed or ordained without first having served a time of 

apprenticeship with experience in preaching and ministry under the supervision of a seasoned and 

experienced minister in the church. In this way, the church will have opportunity to observe and 

ascertain the candidate’s potential for the ministry. 

The areas of proof of the local church will include the following: 

1. Evidence of the spiritual experiences of justification, sanctification, and baptism with the 

Holy Ghost in the everyday conduct of life, having been baptized by immersion. 

2. Evidence of God’s calling 

3. Evidence of aptitudes and abilities by way of positive response to the requirements. 

4. Evidence of a beginner’s knowledge of the Word of God and of the teachings and 

practices of the church. 

5. Evidence of consistent and persistent study of the Scriptures. 

6. An interest in the general, ongoing program of the church. 

7. Evidence of ability to preach with dependence on and the unction of the Holy Ghost. 

                                                             
1
 (Church of God of Prophecy Minutes of the 91st General Assembly, 2000) 

1
 (Church of God of Prophecy Minutes of the 91st General Assembly, 2000) 
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Since licensure is a formal endorsement, the church has the responsibility to require the candidate 

to meet minimum qualification standards before granting ministerial privilege and authority. It 

should assist the candidate toward meeting those requirements. The Presbytery has prescribed the 

completion of the Foundations Course before the candidate can apply for ministerial licensure. The 

candidate should be made aware of this so that he/she may begin immediately to apply him/herself 

in preparation for his/her being set forth as a minister. In some cases, the overseer may assist the 

candidate in completion of the course when the circumstances demand.  

TThhee  OOffffiicciiaall  RReeccoommmmeennddaattiioonn  

It is the local church in conference that does the recommending of those entering the ministry. If 

there is reason to believe that the applicant is still not ready for the ministry, for reasons of which 

the overseer may not be fully aware, two possibilities exist: 1) explanatory communication between 

the church and the overseer; or 2) an application and endorsement, clearly reflect the situation, so 

that the Presbytery can reach the proper decision. 

As a matter of record in the local church’s minutes, it would be in order to rescind the 

recommendation of a candidate for the ministry if the recommendation does not result in 

acceptance and licensing by the proper authority. This would include recommendations for lay 

ministers, ministers, and bishops. 

Lay Ministry1 

 When a person (who has been saved, sanctified, filled with the Holy Ghost, and baptized by 

immersion) begins to recognize that he/she has been called by God into the ministry, it is necessary that 

he/she have a time of preparation and study to prepare him/herself for the ministry. The lay ministry 

period is a time when a ministerial candidate can prove him/herself deserving of being recommended 

for the ministry of the local church, examined by the Presbytery, and licensed by the church. The Lay 

Minister’s Certificate is designed to give the ministerial candidate the recognition needed while gaining 

experience and being proven. This certificate is to be endorsed by the overseer of the 

nation/region/state in which the lay minister is working. It is necessary for the local church where 

he/she is a member to recommend the one who desires to work for the Lord to the overseer; and if in 

his judgment the candidate is worthy of receiving this certificate, it can be granted. (Minutes of the 55th 

General Assembly, 1960, p. 134). 

 

 

 

 

 

                                                             
1
 (Church of God of Prophecy Minutes of the 91st General Assembly, 2000) 



 

 

2
0

1
0

-
2

0
1

1
 

102 GVWC Ministry Appointment Manual 

PPrroocceedduurree  ooff  CCeerrttiiffiiccaattiioonn  ffoorr  LLaayy  MMiinniissttrryy  

The following are the formal steps that will be taken by the local church to prepare the candidate for 

being licensed: 

1. The ministerial candidate will be recommended initially for the office of lay minister by the 

local church in regular or called conference, after being formally recommended to the 

church by the pastor. 

2. After the local church approves the recommendation of the pastor, the Lay Minister’s 

Application will be completed by the candidate. The pastor and church clerk will complete 

and sign the Lay Minister’s Endorsement section of that application form. The completed 

form (both sections) will be sent to the overseer for his action. 

3. The overseer will either approve or reject the application. If he rejects, he will notify the 

pastor and the candidate of his reason(s) and advise them what requirements remain to be 

fulfilled. If the application is approved, the overseer will issue the official Lay Minister’s 

Certificate for the current calendar year and mail it to the pastor with instructions that is 

should be presented to the candidate in a public ceremony of installation and consecration. 

The overseer will write to commend and instruct the candidate regarding the exercise of the 

ministry, under the guidance of the pastor, and the duty to report quarterly to the local 

church conference on the form in back of the General Assembly Minutes. A record of the lay 

minister’s certification (the stub of the certificate) will be sent to the General Overseer’s 

office where it will be recorded. A current copy of the Minister’s Edition of the Assembly 

Minutes will be sent to the lay minister and the cost billed.   

AAuutthhoorriizzaattiioonn  

The Lay Minister’s Certificate authorizes the lay minister to publish, preach, and defend the gospel 

of Jesus Christ; to conduct prayer meetings, and to hold revivals. He/she cannot receive members, 

baptize, administer the Lord’s Supper, conduct business meetings, or perform weddings. 

PPoolliicciieess  

1. The lay minister should keep a careful record of all ministerial activities so that an accurate 

quarterly report can be given to the local church conference on the forms provided in the 

Assembly Minutes. This report must be made in duplicate. One copy will be sent to the 

overseer so that the activities may be observed from that office, and the second copy will be 

kept on file in the local church office. 

2. When the local church concludes that a lay minster has satisfactorily been prepared to 

become a minster in the church, it could make known its feelings to the overseer, who could 

make the recommendation, at his discretion that the candidate is to be set form in regular 

conference (Minutes of the 78th General Assembly, 1983, p. 135). 

3. The local church’s endorsement of the lay minister is limited to that ministry only and does 

not authorize further advancement in the ministry without approval of the overseer and 

further action by the local church in “regular” or “called” conference. 
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4. The Lay Minister’s Certificate must be renewed at the beginning of each calendar year if the 

lay minister wants to continue pursuing the ministry. The request for renewal should be 

made to the overseer. 

5. When a lay minister moves to a new location, his/her membership should be immediately 

transferred to a church in that area. Preparation for becoming licensed may then continue 

between the lay minister, the local church, and the overseer. It is to be understood that this 

new local church would give its consideration [recommendation] at the end of the year to 

the person’s worthiness of continuing as a lay minister. If the local church deems it wise, the 

lay minister would be set forth in conference in the regular manner as was done initially by 

the church from which the lay minister transferred (Minutes of the 77th General Assembly, 

1982, p. 83). 

Licensed Ministers1 

 All who are called of God into the preaching ministry shall be licensed with a minister’s license 

following completion of the requirements as set forth by the General Overseer in conjunction with the 

International Presbytery. 

Deacons 

Both biblical and historical records concerning the activities of deacons confirm they served 

alongside and in harmony with the bishop and pastor as servants to the congregation. They were 

assigned responsibilities which contributed to the spiritual and social well-being of the congregation. 

This office functions to: 

1. Complement the office of the bishop or pastor (Acts 6:1-7); 

2. Serve more in the temporal needs of God’s work, such as coordinating relief to the poor 

needy (Acts 6:1-5); 

3. Conduct church business affairs and conferences when officially authorized by the pastor or 

overseer; 

4. Teach and defend the gospel of Jesus Christ; and 

5. Baptize, and administer the Lord’s Supper and the washing of the saint’s feet. 

They constitute a vital part of local church government (Philippians 1:1). The qualifications of a 

deacon are similar to a bishop, except for the requirements of teaching and directing oversight of the 

flock. Their qualifications are taken from the scriptural references of 1 Timothy 3:8-12 and Acts 6:4 (as a 

prototype). The New Testament account regarding the office and function of deacons gives very clear 

understanding that their activities are generally confined to and carried out in the local congregation. 

This ministry is local rather than translocal. 

Since deacons function in the arena of a local church, they are to be acknowledged (set forth) by 

the congregation and with pastoral recommendation. They serve first as trial deacons for a period of not 

                                                             
1
 (Church of God of Prophecy Minutes of the 91st General Assembly, 2000) 
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less than one year, after which time they are to be recommended to the national/regional/state 

overseer of their respective area for approval and licensure. Because their service and ministry is based 

more within a local area, there is no need for them to be licensed through the International Office. A 

deacon is to be a male and at least 30 years of age.  

Deacons are ordained at the local church or national/regional/state convention by the overseer, 

pastor (if a bishop), and other deacons of their local church. The deacon should report quarterly to his 

local conference and annually to the national/regional/state overseer. Should discipline become 

necessary, the local church would work in conjunction with the national/regional/state office to address 

the situation. When moving to a new location, the eldership status of a deacon would continue but 

would need reaffirmation from the new congregation after an appropriate time. The deacon should 

never attempt to transact business matters, etc., over the desire of the pastor or the local church, nor 

usurp the authority of the pastor or local church (Minutes of the 66th General Assembly, 1971, p. 44). 

When the deacon’s wife is backslidden, his ordination should be terminated if she will not be restored 

(Minutes of the 82nd General Assembly, 1987, p. 57). 
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