Ministry Position Description Form

INSTRUCTIONS

(1) What is the name or title of the position?

      People should se it and basically know 

      what it is about. Avoid acronyms and  

      cute names that are not descriptive.                         

(2) This position is a part of what ministry

      team?

(3)  If your church has departments, what

      department is this ministry in?

(4)  Is this primarily an equipping position or 

       a serving position?


(5) What is the M-category or ministry level of this position? M-categories are shorthand to describe the general minimum level of development and commitment required to complete this ministry position.


(6)  What are the top three specific       responsibilities of this position? Be as   

       brief and clear as possible.
(7)  Which spiritual gifts would best enable 

       someone to fulfill the responsibilities

       and desired results of this position?

(8)  What is the passion you want in the heart

       of a servant who is going to serve in this

       position?

(9)  Which personal styles(s), if any, would be

      preferable for someone to best relate and   

      stay motivated in this position?     
(1) Position Title      

 FILLIN   \* MERGEFORMAT 


 FILLIN  \* MERGEFORMAT 
(2) Ministry Name       
    

(3) Department               

Equipper—server (check) E  FORMCHECKBOX 
—S FORMCHECKBOX 

M-Category - M1 FORMCHECKBOX 
  M2 FORMCHECKBOX 
  M3 FORMCHECKBOX 
  M4 FORMCHECKBOX 

(6) Responsibilities (List top three)

A.      
B.      
C.       
(7) Spiritual Gifts:  
(8) Ministry Passion:     
(9) Personal Style: 
INSTRUCTIONS

  (10) What would be the “minimum” spiritual

        maturity level required to meet the 

        expectations of this position?

  (11) Are there any specific talents or skills that

         might be helpful in order to effectively serve

         in this position?

  (12) Availability—Using the key below, indicate

         on the chart to the right, the general times 

         when these responsibilities can (or must) 

         be accomplished by putting the letter in the 

        appropriate time block.


(13) What other commitments are necessary?

        (For example, team meetings, training

         events, social activities, etc.)

  (14) What is the minimum length of time needed

        for someone to effectively serve in this

        position/ (3 months, 6 months, 1 year, etc.)

  (15) Where are all the places this ministry can 

        be accomplished?

  (16) Are there any special requirements or

        restrictions that a volunteer needs to know

        before being directed to this position?

  (17) How many people do you need in this 

        position? How many do you now have?

  (18) Identify the staff person who is ultimately

        responsible for this ministry.

  (19) Who is the leader/equipper of this 

        ministry team?

  (20) What are the best ways to contact and

         communicate with the ministry leader?

(10) Spiritual Maturity  Check MINIMUM needed
 Seeker  FORMCHECKBOX 
       New/Young FORMCHECKBOX 
 

 Stable/Growing  FORMCHECKBOX 
  Leading/Equipping  FORMCHECKBOX 

(11) Special Talents/ Skills/Abilities
Able to organize; flexibility to address a variety of needs.
(12)  Availability                         FORMCHECKBOX 
 Flexible
	
	MON
	TUES
	WED
	THU
	FRI
	SAT 
	SUN

	AM
	
	
	
	
	
	
	

	AFT
	
	
	
	
	
	
	

	PM
	
	
	
	
	
	
	


(13) Regular Meetings and Commitments
What?     

  how often?     
What?                              how often?     
(14) Length of Commitment:  
(15) Location: 

         FORMCHECKBOX 
 Church         FORMCHECKBOX 
  Home      FORMCHECKBOX 
 Other

(16) Special Notes:   

    FORMCHECKBOX 
Membership Required     FORMCHECKBOX 
  Other

    FORMCHECKBOX 
 Must Audition   FORMCHECKBOX 
 By Invitation Only

(17) Total Needed      Now Have  
(18) Staff Person:      
(19) Ministry Leader      
(20) Contact Info Email 
          Mobile Phone      

Work Phone        
           Home Phone       

Equipping position will primarily


identify, attract, develop, and lead people and/or ministry team.


Serving positions will primarily meet a need, solve a problem, or serve


a person directly.








M-1—SEEKER—available1-2hours/week.


          gifts/passion/style are untested/   


         uncertain    





M-2—NEW/YOUNG BELIEVER—   


          available 2-4 hours/week, gifts/    


          passion/style need to generally fit 


          the person and the position.





 M-3—STABLE/GROWING believer—


          available 5—7 hours /week, gifts/    


          passion/ style need to specifically


          reflect the position.





M-4—LEADING/EQUIPPING BELIEVER—


          available 7+ hours/week, gifts/   


          passions/ style are proven/affirmed, 


          passions/style are proven/affirmed,       


          able to lead and develop people.





able to and develop people.




















KEY


( O)  = Optional—may serve at this time


( R) =  Required—must serve at this time


( S) =  Services—can serve before or after the


worship service they attend


( F) = flexible—can serve any time, check box



















