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Council Board Job Descriptions 

The ministry divisions at Venice-Santa Monica Free Methodist Church (VSMFMC) are referred to 

as “councils.”  The councils at VSMFMC are the Administration Council, the Body Life Council, the 

Discipleship Council, the Ministry Council, the Outreach Council, and the Worship & Prayer Council.  The 

Council Board consists of individuals who take the lead or “chair” each of these councils. 

Administration Council.  The Administration Council is divided into “Administration Council-A” 

and “Administration Council-B.”  Administration Council-A is responsible for overseeing the church’s 

business functions.  These functions are varied and include developing and implementing facilities use 

policies, accounting and financial reporting, human resources, insurance, vendor contracts, etc.  

Administration Council-B is responsible for overseeing the church’s property and information 

technology. 

Body Life Council.  The Body Life Council is responsible for overseeing the church’s fellowship 

ministries.  These include growth groups (sometimes referred to as “small group fellowships”), 

fellowship Sundays, service to needy families, family camp, men’s fellowship, and senior adult ministry. 

Discipleship Council.  The Discipleship Council is responsible for overseeing the church’s 

Christian education ministry, youth and children’s ministries, college ministry, and LIFE Development 

[what is LIFE Development?].   

Ministry Council.  The role of the Ministry Council is to encourage individuals to identify their 

spiritual gifts and to seek out ministry roles in the church, to facilitate the work of the other Councils, 

and to help the Councils coordinate with each other. 

Outreach Council.  The Outreach Council is responsible for overseeing the church’s outreach 

programs, both locally and abroad.  The Outreach Council encourages local helps ministries, short term 

missions here and abroad, and evangelistic programs.  It also promotes foreign missions and acts as a 

liaison between missionaries and the members of VSMFMC. 

Worship & Prayer Council.  The Worship & Prayer Council is responsible for overseeing the 

church’s worship and prayer ministries.  The worship ministry includes assisting the pastors in the multi-

media aspects of the worship services, forming worship teams and developing the music ministry, 

helping to plan special programs such as the Easter and Christmas services, and ushering. 

What follows is a set of job descriptions for the Council Chairs and the elected positions that 

report to the Council Chairs. 
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Administration Council-A 

Administration Council-A Chair. 

The duties and responsibilities of the Administration Council-A Chair are as follows: 

1. To attend the meetings of the Council Board, which occur monthly, and to be prepared to 

be an active, contributing participant at the meetings; 

2. To assist in employment decisions relating to all church staff positions, including retention 

and termination, benefits, and salary determinations; 

3. To review financial reports that are generated by the bookkeeper usually shortly before the 

monthly Council Board meeting; 

4. To interact with key church vendors to assist the church in entering into contracts with 

service providers; 

5. To take the lead in presenting the annual financial report and proposed budget at the 

annual meeting of the Society; 

6. To coordinate and support church staff on all aspects of church administration as needs may 

arise from time to time; and 

7. To supervise and coordinate the work of the Board of Finance and the head of Human 

Resources. 

Board of Finance.  The Board of Finance is the group responsible for developing the church’s financial 

statements and for implementing the church’s internal controls relating to financial transactions.  This 

group consists of the head of the Board of Finance, the bookkeeper, and the individual responsible for 

counting and depositing the offerings.  The head of the Board of Finance, which is an elected position, 

has the following duties and responsibilities: 

1. To serve as the church’s treasurer; 

2. To supervise the bookkeeper; 

3. To, together with the bookkeeper, develop the church budget that is to be proposed to the 

Society at its annual meeting; 

4. To review and assess the church’s internal controls; 

5. To retain and coordinate with any service providers (such as accounting firms) that provide 

assistance to the church in its financial operations; and 

6. To coordinate with the church’s payroll service to ensure the proper processing of the 

church’s payroll. 

Human Resources.  The head of human resources for the church, which is an elected position, has the 

following duties and responsibilities: 

1. To assist in the hiring and firing of any employees of the church; 
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2. To assist in the development of job descriptions, salary and benefits packages, and other 

employment-related policies for church employees; and 

3. To participate in hiring and exit interviews of church staff. 

Administration Council-B 

Administration Council-B Chair. 

The duties and responsibilities of the Administration Council-B Chair are as follows: 

1. To attend the meetings of the Council Board, which occur monthly, and to be prepared to 

be an active, contributing participant at the meetings; 

2. To supervise and coordinate the work of the heads of Information Technology and the 

Board of Trustees; 

3. To review regularly the physical plant to ensure the premises is safe, attractive, and properly 

maintained; and  

4. To develop and annual budget and report for the Administration Council-B ministries, in 

conjunction with the heads of Information Technology and the Board of Trustees. 

Information Technology.  Information technology plays an important role in virtually every aspect of the 

church’s ministry.  The head of Information Technology, which is an elected position, has the following 

duties and responsibilities: 

1. To ensure the church’s information technology equipment and resources are in good 

working order and properly maintained; 

2. To train ministry leaders and other volunteers so as to equip them to benefit from the 

information technology that is available to them; and 

3. To develop an annual budget and report for information technology in consultation with the 

appropriate ministry leaders and Council Chairs. 

Board of Trustees.  The Board of Trustees consists of that group of individuals who serve the church by 

maintaining, repairing, and improving its physical plant.  The head of the Board of Trustees, which is an 

elected position, has the following duties and responsibilities: 

1. To retain contractors and other service providers to provide maintenance, repair, and 

improvement services to the church; 

2. Periodically to assess the church’s physical plant for maintenance, repair, and improvements 

that might be required;  

3. To develop an annual budget and report for maintenance, repair, and improvements to the 

church’s physical plant; and  

4. To respond to ministry leaders and other volunteers who communicate shortcomings in the 

church’s physical plant needing improvement or repair. 
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Body Life Council 

Body Life Council Chair.   

The duties and responsibilities of the Administration Council-B Chair are as follows: 

1. To attend the meetings of the Council Board, which occur monthly, and to be prepared to 

be an active, contributing participant at the meetings; 

2. To supervise and coordinate the work of the heads of the Growth Group Ministry, the 

Fellowship Ministry, the Men’s Fellowship, and the Senior Adult Ministry (SAM);  

3. To develop an annual budget and report for the Body Life Council ministries; and 

4. To facilitate local helps ministries such as serving those in need, providing meals on wheels, 

and sending anniversary and birthday cards to church members. 

Growth Group Ministry.  Growth Groups are the small group ministry of VSMFMC.  Growth groups can 

take a variety of forms, including groups based on age, common areas of spiritual need (e.g., recovery 

groups), marital status, or special subject matters of study.  Growth groups provide a small group setting 

where everyone can grow in their relationship with Jesus through deeper relationships that support 

Biblical knowledge, prayer, the exercise of spiritual gifts, accountability, and the demonstration of 

Christ’s love.  The duties and responsibilities of the Growth Group Ministry head, which is an elected 

position, are as follows: 

1. To recruit and train potential small group leaders; 

2. To encourage members of the church to join a small group; 

3. To equip small groups with resources to enable them to function effectively;  

4. To coordinate with the pastoral staff to ensure small groups have appropriate leadership 

and are developing in a way consistent with VSMFMC vision and doctrine; and 

5. To develop an annual budget and report for the Growth Group Ministry. 

Fellowship Ministry.  The Fellowship Ministry coordinates the fellowship meal that the church shares 

together on the first Sunday of every month.  The duties and responsibilities of the Fellowship Ministry 

head, which is an elected position, are to: 

1. To recruit and train individuals to cook and serve food, and to set up tables and chairs, for 

the monthly fellowship lunches; and 

2. To ensure the food offered at the fellowship luncheon is if appropriate quality and that the 

food service procedures are safe and sanitary.  
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Men’s Fellowship.  The Men’s Fellowship ministry develops ministry ideas and opportunities to engage 

the men of the church in programs that will encourage them to grow in their relationship with Jesus and 

to serve others.  The duties and responsibilities of the Men’s Fellowship head, which is an elected 

position, are as follows:   

1. To plan an annual men’s retreat, working as much as possible in conjunction with the Pacific 

Coast Japanese Conference office so as to include men from other churches in the 

Conference; 

2. To support and help form men’s small groups, in coordination with the head of the Growth 

Groups ministry; and 

3. To develop an annual budget and report for the Men’s Fellowship ministry. 

Senior Adult Ministry (SAM).  SAM is a ministry specially focused on the church’s seniors.  The ministry 

plans special events.  These events include holiday meals, local trips, and longer distance sightseeing 

tours.  The head of SAM, which is an elected position, has the following duties and responsibilities: 

1. To plan special events for the senior adults at VSMFMC; 

2. To coordinate and communicate with the staff of VSMFMC to ensure that the church is 

meeting the needs of its senior members; 

3. To encourage the senior members of VSMFMC to remain active in ministry; and 

4. To develop an annual budget and report for SAM. 
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Discipleship Council 

Discipleship Council Chair. 

The duties and responsibilities of the Discipleship Council Chair are as follows: 

1. To attend the meetings of the Council Board, which occur monthly, and to be prepared to 

be an active, contributing participant at the meetings; 

2. To supervise and coordinate the work of the heads of the Christian Education, Youth, 

Children’s, College, and LIFE Development ministries; and 

3. To develop an annual budget and report for the Discipleship Council ministries. 

Christian Education.  The Christian Education ministry develops and implements the church’s programs 

specifically for children, youth, and college students.  These ministries include the nursery and Sunday 

school and other activities for children, youth, and college students.  Christian Education also provides 

Sunday school programs for adults.  The duties and responsibilities of the head of Christian Education 

are as follows: 

1. To recruit, encourage, and provide training opportunities for Sunday school teachers; 

2. To assist the heads of the children’s, youth, and college ministries in their selection of 

Sunday school curriculum; and 

3. To encourage the development of Sunday school classes for interested adults. 

Youth Ministry.  The Youth Ministry provides spiritual training, fellowship, small groups, and other 

programs for middle-school and high school students.  The head of Youth Ministry is a paid position.  His 

or her duties include teaching Sunday school and Bible studies, coordinating with other ministry leaders, 

leading youth group meetings, one-on-one counseling with youth, social networking with youth, 

developing and encouraging volunteers and other staff working with youth, and participating in youth 

retreats. 

Children’s Ministry.  The Children’s Ministry provides Sunday school, special events and activities, and 

other programs for the spiritual development of the children in the church.  The head of Children’s 

Ministry is a paid position.  His or her duties include teaching Sunday school, recruiting and training 

Sunday school teachers, planning vacation Bible school, assisting in the Awana program, planning special 

events (such as Trunk or Treat), and coordinating with other ministry leaders. 

LIFE Development.  [to be completed] 
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Ministry Council 

Ministry Council Chair. 

The duties and responsibilities of the Ministry Council Chair are as follows: 

1. To attend the meetings of the Council Board, which occur monthly, and to be prepared to 

be an active, contributing participant at the meetings; 

2. To help members of the church discover their talents and spiritual gifts; 

3. To provide resources to members to assist them to identify church ministries that may be of 

interest to them; and 

4. To consider and implement policies and resources that could be of assistance to the 

Councils (as a group).  
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Outreach Council 

Outreach Council Chair. 

The duties and responsibilities of the Outreach Council Chair are as follows: 

1. To attend the meetings of the Council Board, which occur monthly, and to be prepared to 

be an active, contributing participant at the meetings; 

2. To supervise and coordinate the work of the heads of the Domestic Outreach Ministry and 

the Global Outreach Ministry; and  

3. To develop an annual budget and report for the Discipleship Council ministries. 

Domestic Outreach Ministry (“DO Team”).  The DO Team plans and implements outreach and helps 

ministries in or around the Los Angeles area.  These ministries include visiting nursing homes to provide 

prayer, teaching, encouragement, and worship; monthly trips to MacArthur Park, to assist in worship 

and food distribution; leading the church’s effort to provide Thanksgiving dinners in a box to World 

Impact; supporting and connecting with church-supported domestic missionaries, and planning 

outreach activities such as Café Nights.  The head of Domestic Outreach, which is an elected position, 

has the following duties and responsibilities: 

1. Assisting in the planning and implementation of the DO Team’s ministries; 

2. Recruiting and providing training opportunities for DO Team volunteers; and 

3. Encouraging church members to become involved in DO Team programs. 

Global Outreach Ministry (“GO Team”).  The GO Team coordinates with missionaries visiting the church 

on home assignment, encourages church members to go abroad on short term missions trips, 

communicates and supports church-supported missionaries on the field, and plans an annual dinner for 

short term missionaries from the church to share their experiences. 
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Worship & Prayer Council 

Worship & Prayer Chair. 

The Chair of the Worship & Prayer Council is the church’s Senior Pastor.  The Senior Pastor leads 

the church’s worship experience.  He plans and coordinates the worship collaboratively with the 

Worship Ministry head, the Prayer Ministry head, and others involved in the worship service on any 

given Sunday. 

Worship Ministry.  The duties and responsibilities of the head of the Worship Ministry, which is an 

elected position, are as follows: 

1. To work with the pastoral staff in recruiting and supporting the church’s Sunday morning 

praise and worship teams; 

2. To recruit and train ushers, and to consider was to make the church visitor-friendly; 

3. To recruit and train individuals to serve in the sound booth; and 

4. To help make the church and sanctuary an inviting and suitable place for worship. 

Prayer Ministry.  The prayer ministry encourages prayer, especially on the part of those who are 

uncomfortable with prayer, and also provides prayer for requests brought to the attention of the Prayer 

Ministry team.  The duties and responsibilities of the head of the Prayer Ministry are as follows: 

1. To provide opportunities for congregants to receive prayer and to pray for one another; 

2. To provide instruction and encouragement for the purpose of overcoming obstacles to 

prayer; 

3. To maintain, and submit prayer requests to, the church’s Prayer Chain;  

4. To arrange for prayer to be available at worship services and to organize prayer meetings, 

especially to support the church and its ministries;  

5. To encourage visitation to pray for those in need; and  

6. To keep prayer at the forefront of the church’s ministries. 


