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Leader’s Guide 
How to use “Hiring a Pastor” by BUILDING CHURCH LEADERS 

Welcome to BUILDING CHURCH LEADERS: your complete guide to leadership training. You’ve 

purchased an innovative resource that will help you assemble concise and complete 

documents related to hiring and interviewing candidates for ministerial positions in the 

congregation. These documents include descriptions of the search committee and its work, 

pastoral job descriptions, and application forms for the pastoral position. In addition, there is 

ad copy (both display ad and classified ad) that helps present the church to a public audience. 

Moreover, information regarding sexual misconduct background checks and a sample of a 

letter of call to a new pastor are also included. Selected by the editors of Leadership Resources 

at Christianity Today, these documents address various aspects of a ministry search in its 

many different forms in various denominations, as well as the free-church tradition. 

We have assembled 12 documents that include information on many aspects of the search 

committee’s design and work. You may use these sample forms and position descriptions as part 

of your policy and procedures handbook.  These documents also help congregations develop a 

great way to pursue excellence in the pastoral search. These resources will provide church 

members, church boards, and search committees with solid and prayerful approaches that clarify 

the church's expectations of the new pastor. With these documents in place, your church will be 

able to move through a careful and meaningful process to locate the right pastor so that your 

congregation can move ahead healthily and happily and filled with God’s blessings. 

Need more material, or something on a specific topic? See our website at 

www.BuildingChurchLeaders.com. 

 To contact the editors: 
  E-mail BCL@christianitytoday.com 
  Mail BUILDING CHURCH LEADERS, Christianity Today 
   465 Gundersen Drive, Carol Stream, IL 60188 

Printing Note: To print out the forms you would like to use, put your cursor on the page to print 

and notice the section number located on the left side of the status bar at the bottom of the page.  

 

Click “File” + “Print,” select 

“Pages,” and type “s” and the section number in the corresponding box. For example, if you would 

like to print the third form, "Full Time Senior Pastor: Display Ad," type “s6.” 

* We’ve worked hard to make sure this information is accurate and legally sound. However, we remind you that this is not a substitute for 
legal counsel. If your church has a legal question, be sure to talk with an attorney. 
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Search Committees: 
Hiring and Interviewing Pastoral Candidates 
An overview of the process that will stretch both candidate and 
congregation 

by John R. Throop 

Not long ago, most Protestant churches went through an informal process to call a minister to 

serve their congregation. In some traditions, denominational leaders provided the direction for a 

congregational call. In others, a small committee oversaw what was usually a fairly simple search. 

Only in the past ten years has a search process become more formal, complex, and demanding.  

Churches now require more information than ever from pastors. For example, because of the 

rising legal risks that churches face, background checks are now essential in the hiring process. 

Because increasing numbers of larger churches require pastors who can work in large teams with 

many specialists, the search process involves more steps and can take much longer today than it 

did only a few years ago. In light of this, pastors and search committees have a lot to do in order 

to find the right pastoral candidate.  

Developing a Solid Search Committee 

When a church seeks a new pastor, it is essential to form a search committee. Its purpose is 

fivefold: 

1. To assess the congregational needs that the ideal pastoral candidate should meet. 

2. To create an excellent job description. 

3. To develop a pool of qualified candidates for the position. 

4. To conduct a thorough and complete review of candidate qualifications. 

5. To issue a call. 

Many denominations have a set procedures, protocols, and steps for the formal approval of a 

candidate; others do not. Some denominations will provide a team of consultants to help a 

congregation “decompress” after the previous pastor’s tenure—especially if the experience was 

negative. This group may also help church leaders develop a congregational profile that will 

provide potential pastors with a good picture of the health and needs of the congregation. Finally, 

an interim pastor may be called for a period of a few months to two or three years to help the 

congregation resolve outstanding issues and develop fresh leadership before calling a long-term 

pastor.  

The size of the search committee should be determined by the size and diversity of the 

congregation; the committee needs to reflect different points of view and various demographics. 

In a small congregation, seven members can work well together. In a large congregation, fifteen to 

twenty people can represent many different perspectives and still be manageable. It is helpful to 

develop a rubric to make sure males and females, a variety of ages, different marital and family 

statuses, diverse racial and ethnic groups (in diverse communities), and different economic and 

educational backgrounds are equally represented. 

If possible, the search committee’s first step should be to go on a spiritual retreat with an 

outside leader. It is important for the group to enter together into prayer and reflection and 
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develop a collegial relationship as they form a consensus concerning the type of leader they 

should call to serve the congregation. 

Early in the process, the search committee needs to establish a schedule for candidate 

selection, delegate the responsibilities related to reviewing candidate qualifications, and plan site 

visits and interviews. It must also allot time for thorough background and reference checks. 

Creating a Clear Job Description 

At first glance, preparing a pastor's job description may seem simple. However, there may be 

little consensus over what the pastor ought to do. Someone might suggest, “He needs to preach 

the Word, conduct services, and visit the ill.” Then another committee member might add, “And 

work with the youth, help organize the education program, and witness in the community.” Soon, 

another member may jump in: “He also needs to oversee the men’s fellowship, the women’s Bible 

study, and the Christian education program.” The list can get longer and longer. But it shouldn’t. 

The pastor’s job description should begin with the congregation’s vision casting. Before 

compiling a job description, the church must decide what God is calling them to become in the 

next several years. The leadership also has to review the congregation’s health, identifying any 

areas in which healing needs to take place.  On another lever, the search committee has to think 

through how the community may be changing and developing. 

The search committee may find it valuable to distribute a questionnaire to each adult in the 

congregation in order to receive a broad response to the questions, “What issues does our church 

need to address as it moves into the future? What qualities are most important in a potential 

candidate? With some guidance, it should become clear what type of candidate is being sought 

and what that candidate’s vision, skill set, and temperament should be.  

Seeking Excellent Candidates 

A search committee should develop a profile of an excellent pastoral candidate early in its 

work. Then it should develop a brochure that provides essential information about the church to 

prospective candidates: 

➢ The history of the church 

➢ The profile of the community from which the congregation draws its members 

➢ The nature and size of the congregation 

➢ A description of typical programs and activities 

➢ A summary of the congregation's expectations of the new pastor 

➢ A job description and spiritual profile of the new pastor 

➢ The basic elements of the compensation package 

➢ The schedule for the search and call 

Next the search committee will request and receive resumes, references, and any necessary 

denominational paperwork for each candidate. Denominational paperwork can provide standard 

interview questions that will help the committee compare candidate responses. If there is no 

standard questionnaire from a denominational office, one can be developed by the congregation 

(see the forms below for a guide).  
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The search committee should also develop a procedure for running background checks in 

several areas: affirmation of sexual conduct or an admission of misconduct with an explanation 

and a verifiable record; criminal behavior or negligence in handling criminal activities by others; 

driving record; and a credit check. Thorough background checks will ensure that candidates will 

not carry any financial or personal damages with them into the new position. Perhaps most 

important, the congregation simply needs to be assured that their new pastor will be able to 

exercise all duties with personal integrity.  

As the committee reviews materials, it should communicate to all candidates regarding what 

stages of consideration they are in. Typically, when a committee is considering 6–10 candidates, it 

will interview prospects by phone. When the committee narrows its choices to 5 candidates or 

fewer, it enters the final steps of a pastoral search: in-person interviews.  

Preparing for a Meaningful Interview 

The search committee needs to schedule an in-person interview with each of the final 

candidates. Typically, in-person interviews are conducted in two stages. The first takes place at 

the church where the pastor is currently serving. The second is hosted by the congregation 

seeking a candidate.  

Whenever possible, the committee should designate two days for each candidate to be visited 

and interviewed. On one day, search committee members should attend a church service led by 

the candidate and listen to a sermon. The candidate should then plan to be available for an 

interview with the visiting committee members. The committee should also plan to meet with the 

candidate's family in order to get a sense of their willingness and readiness to move.  

The interview at the seeking church should be more thorough. The candidate should visit with 

the entire search committee for an interview. He or she should preach at a Sunday service. The 

candidate should plan to meet church members for fellowship and perhaps to lead an educational 

event. The committee should give the candidate a tour of the community and give him or her an 

idea of housing options. In a final session, the search committee should field any additional 

questions from the candidate and the church members ask questions of the candidate. Once all 

candidates have had an opportunity to visit the church and meet with the search committee, the 

committee should issue a call of leadership to the new pastor. 

The call is a simple step, but it has profound implications for the spiritual development of a 

church. It should be issued only after much discussion and prayer. If leaders issue a carefully 

considered call, they should place their confidence in God to lead both their candidate and their 

congregation toward greater service to Him. 

Hiring a pastor is hard but joyful task, for in the process we are given opportunities to draw 

close to God and see him at work. 

—John R. Throop 
Copyright © 2008 Christianity Today/BuidlingChurchLeaders.com 
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Community Church 

 

Guidelines and Questions for the  
Search Committee Interview Process 

As we put together an interview protocol for evaluating ministerial candidates, the Community Church 
Search Committee needs to follow a consistent pattern so that all candidates can be reviewed and 
considered on the same basis. 

Specifically, the search committee needs to follow two steps to ensure that the process is thorough and 
fair: 

➢ The search committee as a whole needs to develop standard questions under each subject for 
all candidates. Four questions are provided as a starting point; the committee can develop 
additional standard questions under each section. 

➢ The search committee needs to answer these questions before conducting any interviews in 
order to gain a consensus from the congregation regarding a common view of the ideal 
candidate. 

Ministry History and Identity 

The goal is to gain awareness of the candidate's story and how that story has shaped his or her 
self-understanding and self-esteem. 

How did you come to know Jesus Christ as your Lord and Savior? How long, and in what ways, have you 
been a part of church life?  

How has your life in the church shaped your self-understanding as a Christian and sharpened your call to 
ministry? 

Who have been the key persons who have set the tone and direction of your Christian life and ministry? 
What did they do? What was the heart of their theology? 

What hymnbooks does your congregation use regularly? Tell us about the music that you most appreciate, 
and why. 

Pastoral Expectations 

The goal is to ascertain the candidate's readiness to accept clarified pastoral leadership that is 
both dynamic and servant-oriented in style. 

Like many congregations, Community Church has high expectations of a new minister. We expect a new 
minister to continue to do what the previous pastor did well and to improve upon what the previous pastor 
did marginally or poorly. What do you think are your strengths as a pastor? What are your weaker points? 
How do you share your strengths? How do you handle your weaknesses? 

Pastors yearn for persons in the congregation to give evidence of their sincere commitment to the Christian 
faith, to become disciples of Jesus Christ, and to engage in significant study of the Scriptures. How do you 
identify whether these things are happening? What are the best ways to train and guide the congregation 
in their service? 

Describe how you have worked with leaders of various ministry boards, councils, commissions, or 
committees in the churches you have served. How did you help them to work effectively as ministry units 
and in cooperation with the church’s ministry? What are the relative strengths of such groups, and what is 
their influence in the congregation? What are effective ways for a pastor to relate to these groups? 

What do you see as your most effective role in selecting additional staff to serve the congregation? 
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Congregational Program, Mission and Outreach 

The goal is to identify whether the candidate's congregation is stuck in its tradition or whether it 
uses its traditions to think creatively about its ministry and mission. 

What are some key strategies a congregation can use to demonstrate that it is open to new people and 
wants to grow? How does the pastor promote openness to new people? 

In your work as a pastor, what programs or activities have you considered sufficiently attractive and 
inviting? What key steps have you taken to inspire voluntary participation?  

What events, programs, or activities have you as pastor been involved in to inspire members and develop 
leaders in support of the worldwide mission of the church? Describe some mission projects in which you 
have participated. 

What is the average Sunday morning worship attendance in your current congregation? How does this 
compare to church membership? How does worship attendance compare to Sunday school attendance? 
What are some ways that have worked to build attendance in comparison to membership? 

Stewardship and Facilities 

The goal is to determine the candidate's level of commitment to the church and its well-being. 

What systems of financial collection are being used to support the work of your congregation, as well as 
the wider church? Are the methods working well? Have you had success leading pledge drives and taking 
special offerings? What types of special offerings does your church take? 

What is the current state of your congregation's financial stewardship? How is that being reported to the 
congregation? 

What office equipment is available you in your current church? What improvements have you made? How 
do you use the church website and e-mail services? What equipment does your church plan to purchase in 
the future? 

What secretarial services are available at your church? How long has the present secretary and/or office 
staff been employed by the church? To whom is the secretary responsible? Have there been any issues 
regarding confidentiality or concerns about the quality of the working relationship between them and you? 
How has this been resolved?  

Diversity/Unity in the Congregation 

The goal is to discern whether there is sufficient unity in the candidate's congregation for him or 
her to function effectively. 

What things do you wish you didn't have to tell the search committee? When was your church's last major 
conflict? What were the issues? Who were the protagonists? How was it resolved? What did you learn? 

Describe the strongest theological and religious opinions held by differing members. What are the issues 
that cause persons to dig in their heels? When there are differences of deeply held beliefs, how do these 
persons or groups talk with each other?  

What are the accepted procedures by which the congregation makes decisions, especially regarding 
pastor's call and tenure?  

In teaching or preaching, what topics or points of view would raise strong dissenting opinions? How would 
you handle these tough topics? 
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Covenant of Understanding 

The goal is to come to a mutually acceptable understanding of the terms of the relationship 
between pastor and church so that this can be put in writing. 

Various forms of feedback and review are essential for the growth of the pastor and  congregation, as well 
as to build confidence in the church's ministry. In what ways has such feedback been provided to you in 
previous churches? 

Someone or some office in the congregation must be designated to deal with issues such as the senior 
pastor salary and benefits, pastoral evaluations, and tenure. Who carries these responsibilities in your 
congregation? What do you consider the most effective way to approach these matters? 

What are some fair ways for the congregation to determine salaries? Is there an annual adjustment for cost 
of living in your current position? Does the congregation use any professional guidelines in setting 
salaries? 
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Community Church 

 

Preparation for the Job Description 

 
Community Church is preparing to initiate a search for a candidate to fill the position of ________. The 
search committee will move through two beginning stages of the search before we begin advertising and 
collecting resumes. First, we will collect job information. Then we will create a job description to post on 
our website and make available in hard copy. 

Collecting Job Information 

The job description committee will need to collect the following information: 

➢ Specific facts about responsibilities for each position 

➢ What the person does and/or is expected to do 

➢ How the person carries out each responsibility and why 

➢ Descriptions of the knowledge and skills involved 

➢ Resources and equipment used 

➢ Training and/or experience required 

 

These specific facts are secured from each staff person by a job questionnaire and personal interview: 

1. Request each individual to complete a job questionnaire. 

2. Interview staff members individually concerning their duties and responsibilities.  

3. Talk about Community Church’s expectations for this person and his/her work. 

 

Writing Job Descriptions 

The main purpose of writing job descriptions is to distinguish one job from another. In this 
process, two objectives are accomplished: 

1. All information is presented in a specific accurate and readable fashion. 

2. Information about each position is standardized for purposes of comparison. 

 

The following steps are suggested for writing job descriptions: 

1. Summarize the responsibilities of each position. Data appearing on the job questionnaire need 
to be organized in a consistent form. 

2. Summarize skills and other requirements necessary for each job. Establish minimum 
standards. 

3. Use language that is direct and specific. Avoid generalized terms and complicated sentence 
structures. Use the present tense throughout the job description. 
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Community Church 
Any Town, ST 

 

FULL-TIME SENIOR PASTOR 

 

Community Church is seeking a strong, inspirational leader for the position of senior pastor. We are 
especially interested in a person who will be both preacher and teacher. We desire someone who will 
promote evangelism, preach biblical and contemporary-issue sermons, support a strong youth ministry, 
provide guidance for daily living, and contribute to laity involvement and leadership development.  

We have a committed congregation that is excited about working with a leader to serve our community 
through outreach and adding and incorporating new members. 

Our needs include administrative skills for a program-sized church with the ability to develop and 
administer our budget and supervise five to eight staff members. Community Church is blessed with a 
beautiful historic sanctuary in a downtown area. We are a warm and welcoming congregation that highly 
values family traditions. Our music program is outstanding, and our strong denominational traditions and 
worship are of great significance to us.  

Please send your resume to: 

Jane Smith, Chair, Search Committee 
Community Church 
123 Anywhere Place 
Any Town, ST 01234 

 

To learn more about Community Church, visit us at www.anychurch.org. 
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Full-Time Senior Pastor: Classified Ad 

 

FULL-TIME PASTOR: Community Church, Any Town, ST, is a vibrant congregation dedicated to the 
service of Christ through a wide variety of ministries. The congregation is made up of 300 families and 
individuals representing a wide variety of cultures. We are seeking a pastor dedicated to renewal and 
revitalization to further the church's vision and mission. Among other responsibilities, the new pastor must 
provide solid spiritual leadership and corporate administration. The new pastor faces three challenges: 
corporate growth, especially among younger families and individuals; increased stewardship; and ministry 
renewal among the laity. Position available immediately. Competitive salary. Please visit the Community 
Church website (www.anychurch.org) for more information about the church and its ministries, and for 
instructions from the Ministry Search Committee on how to submit an application. 
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Community Church 

Fourteen Steps in the Church Hiring Process 

 

1. Write a job description as a starting point for the search process. 

2. Identify prospects. 

a. Look internally (within the church) first, especially for support and professional staff. 

b. Network with other churches and organizations—keep looking.  Many people will not 
respond to your initial requests. Send out an e-mail that says, “Please give us the names of 
three potential youth ministers.” Direct phone calls to friends and peers are more effective 
than e-mail. 

c. Attend conferences and seminars that focus on the specific ministry area for which you are 
seeking staff. Many people who are looking for jobs attend these conferences. Check the 
bulletin boards at these conferences. Ask those you meet if they are considering—or would 
be interested in—a new position. 

d. Use online services—within the denomination or from an independent service. 

e. Post the job description on the church website. 

3. Make initial contacts by phone. Many people will say no. Some will say they are happy where they 
are and not feeling God’s call to leave, but they are willing to talk. Talk to them anyway. 

4. Review candidate résumés. Make a list of interview questions. Look specifically at the four C's of 
character, competency, compatibility, and calling. 

5. The Search Committee should develop a specific questionnaire for the position and ask potential 
candidates to complete it. Ask candidates to submit their responses by a fixed deadline and see 
how timely they are. Some will beat it, others will meet it, and others will miss it. 

6. Review the results. Start with their attention to detail; they will not be any more disciplined on staff 
than they are in responding to your written questions. Do they have good grammar? Can they 
communicate clearly? Look closely at their experience, strengths and weaknesses, ability to 
evaluate themselves critically, team and leadership skills, and potential. 

7. Committee members should do follow-up contact and a phone interview to discuss questions from 
the resume and any questionnaire in use. 

8. Committee members should contact references. Verify strengths and weaknesses, and get 
clarification of any open issues. Many references do not want to say negative things about the 
candidate; specifically ask for their weaknesses. Tell the reference that Community Church does 
not hire anyone without understanding his or her weaknesses. If a candidate has no known 
weaknesses, you may not want to hire him or her. Ask each reference for one or two additional 
references that were not given by the candidate (i.e. a third party reference). Ask for names of 
other colleagues, other staff members, or previous managers. Contact the additional references. 
Take notes from each phone interview. Write things down exactly as they are stated. Do not put 
your own spin on reference comments. 

9. If the candidate is married, gather comments about the spouse and his/her strengths and 
weaknesses, competencies, and character. Consider how compatible and healthy they have been 
with previous assignments. 

10. Conduct follow-up contact and/or a phone interview to resolve any other open items or issues. 

11. Invite the selected candidate for an interview at Community Church. Consider having the candidate 
visit for a couple of days, so he or she can get to know people, meet with committee and staff 
members, and get into the rhythm and pace of the ministry. Conduct an “official” interview after the 
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person has attended your church service and has seen operations for two days. Ask for their 
assessment of what they have seen (strengths and weaknesses). What would they change? What 
approach would they take in the position if hired?   Do their assessment, philosophy, and approach 
match? Also, discuss any theological differences that could be a problem. Debrief with the 
candidate before departure. What did they think? Do they sense a calling?  

12. The committee should trust its collective intuition and pray seriously about the candidacy. Avoid 
rationalizations. Is the candidate solid? How does the candidate rate on character? Competency? 
Compatibility? How does the committee’s assessment match that of other people who have met 
with the candidate? 

13. If necessary, conduct a follow-up phone interview to clarify any open issues. Close the loop with 
the candidate and let them know of your decision. Send a card expressing thanks for the person’s 
willingness to visit. 

14. Enter into prayer to determine whether God has called this candidate to serve in the position in the 
congregation’s ministry. 
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Community Church 
Any Town, ST 

 

SENIOR PASTOR 
POSITION DESCRIPTION 

 

I. Position Summary: The Senior Pastor of Community Church is responsible for the spiritual 
welfare, overall program, growth, and life of the church. The senior pastor provides spiritual 
leadership in all areas of evangelism and discipleship, which requires developing, communicating, 
and coordinating vision with the church’s board of directors, staff, and lay leaders as they minister 
and serve the church family and community. The senior pastor is responsible for the oversight and 
leadership of worship services and special events. 

II. Reporting Relationships: The Senior Pastor reports directly to the church board of directors. 

III. Major Duties And Responsibilities 

A. Preaching and Worship Leadership (50%) 

1. Prepares and delivers sermons that are relevant and seeker sensitive and 
challenge members and unchurched alike to become fully devoted followers of 
Christ. 

2. Ensures that overall weekly worship services are effective and on target regarding 
content, style, structure, and design. 

➢ Meets weekly with the Minister of Worship to critique prior worship services 
and to plan future worship services regarding music selection, transitions, 
humor, and atmosphere. 

➢ Meets with drama team as needed to explain future sermon series and 
themes, as well as to select dramas to be used. 

➢ Writes appropriate leads for dramas, music, and scripture readings. 

3. Suggests and assists with planning of special worship services such as Christmas, 
Easter, Children's/Youth Sundays, and other special programs and outside 
speakers with the objective of boosting morale and worship attendance.  

➢ Works with staff to ensure timely and proper advertising and publicity. 

➢ Plans messages that are relevant and attractive for each occasion. 

4. Selects sermon tapes to be used for Community Church radio ministry and 
periodically reviews music, introductions, and closings to determine 
appropriateness. 

B. Leadership Development and Discipleship (15%) 

1. Takes the initiative in recommending and implementing actions that fulfill the vision 
and mission of Community Church. 

2. As Church Board chair, leads, teaches, and trains the board in their duties as board 
members, spiritual leaders of the congregation, and witnesses to the community. 

➢ Ensures proper preparation of meeting agendas. 

➢ Provides effective leadership of meetings by ensuring time is spent on 
important issues and minimizing time spent on minor issues and details. 
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3. Schedules and leads an annual board retreat that educates and motivates elders 
and other leaders of the church regarding vision, mission, strategy, seeker 
sensitivity, what it means to be a "high impact" church, and other key matters.  

➢ Plans and organizes an annual men's retreat. 

➢ Selects and meets with leadership team. 

➢ Delegates logistics and recruiting. 

➢ Obtains potential speakers or acts as the speaker. 

4. Provides for overall training, inspiration and motivation of Community Church staff 
to ensure that they are maturing in their faith, growing in their relationships with 
each other, and upgrading their skills. 

➢ Schedules periodic staff retreats for training and developing better 
teamwork and closer working relationships. 

➢ Schedules and leads weekly staff meetings for planning and motivation; 
ensures opportunity for continuing nurture through presentation of 
devotionals and educational materials. 

➢ Takes the initiative in creating and documenting the staff statement of 
climate, virtue, and commitment. Places year-round emphasis on teaching, 
explaining, and discussing the meaning and application of the statement. 

➢ Inspires staff to strive for high goals through their development and 
implementation. 

➢ Maintains and improves working relationships with staff by periodically 
scheduling staff lunches, dropping in on their program events, and meeting 
with staff to personally review their ministry/program recommendations and 
results. 

C. Vision, Creativity, and Strategic Planning (15%) 

1. Takes initiative and exhibits creativity in recommending and implementing vision of 
Community Church. 

2. Leads staff and board in developing strategic plan and vision for the next three (3) 
years for Community Church. 

➢ Determines best opportunities for growth. 

➢ Anticipates future staff requirements and recommends what positions 
should be filled, changed, and deleted, and in what sequence. 

➢ Monitors church growth and recommends optimum timing and approach 
regarding relocation and building. 

3. Takes proactive approach toward identifying problems or challenges and offers 
creative solutions for resolution. 

4. Provides leadership with the Stewardship Committee regarding design of 
stewardship campaigns, including congregational meetings and dinners. 

D. Teaching and Discipleship (10%) 

1. Organizes and teaches a weekly congregational Bible study series that provides an 
in-depth look at and interpretation of Scriptures. 
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2. Teaches one (1) session of each Inquirers/New Members Class pertaining to the 
following subject areas. 

➢ What the Bible says about the church. 

➢ What we believe at Community Church. 

➢ Vision, philosophy of ministry, covenant of behavior, and personal 
testimony. 

E. Congregational Relations and Pastoral Care (5%) 

1. Assists with maintaining a "high touch" ministry. 

➢ Hospital calling. 

➢ Reacts promptly to emergency/crisis situations.  

➢ Conducts baptisms, weddings, and funerals as requested and needed. 

➢ Shut-in parties. 

2. Greets people in sanctuary before and after worship services; intentionally lingers 
with people around the church. 

3. Schedules lunches with members and new people. 

4. Circulates at various church events, such as the Women's Bible Study.  

5. Places phone calls and sends thank you letters as needed.  

6. Presents special programs, such as the Israel Trip slide show when merited. 

7. Attends program and social events for various church groups, such as Clipper Club, 
Home Builders, etc. 

8. Counsels as requested and refers to psychologists for more extensive counseling 
as needed. 

F. Other Miscellaneous Duties and Responsibilities (5%) 

1. Writes and implements personal Key Result Areas. Coordinates with staff in 
identifying and approving staff Key Result Areas. 

2. Provides input to the Personnel Committee for performance evaluations of program 
staff members. 

3. Convenes, organizes, and advises the elected Nominating Committee every Fall. 

4. Provides leadership and direction regarding development, approval, and 
implementation of annual Community Church budget. 

5. Writes monthly articles for the newsletter, other church publications, and the 
website. 

6. Meets with and encourages various board commissions as needed. 

7. Provides leadership and input regarding special projects and events, such as 
building committees and congregational meetings. 

8. Devotes some time to spiritual, mental, and physical development and well being 
through devotional time, study, and exercise. 

9. If and when time permits, participates in organizes community events to foster 
community relations and outreach. 
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G. Physical Demands 

1. The physical demands described here are representative of those that must be met 
by an employee to successfully perform the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions. 

2. While performing the duties of this job, the employee is regularly required to use 
hands to finger, handle, or feel objects, tools or controls; reach with hands and 
arms; talk or hear. The employee frequently is required to sit. The employee is 
occasionally required to stand, walk, stoop, kneel, or crouch. 

3. The employee must occasionally lift or move objects weighing up to ten (10) 
pounds. Specific vision abilities required by this job include vision, color vision, and 
the ability to adjust focus. 

H. Work Environment 

1. The work environment characteristics described here are representative of those an 
employee encounters while performing the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions. 

2. The noise level in the work environment is usually quiet. 

 

Approved by the Community Church Personnel Committee and the Community Church board of directors.  

 

By________________________________ 
 Chairperson 

Date: __________________________ 
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Community Church 

 

Administrative Pastor Job Description 

Purpose 

The Administrative Pastor oversees the business affairs of Community Church, including supervision of 
support staff and the stewardship of resources. 

Job Responsibilities 

The Administrative Pastor is responsible for the non-ministry functions of the church. Working closely with 
the Senior Pastor, the Administrative Pastor will follow the goals of the church when determining how 
resources should be allocated. 

 

 

 
 

 

 

 

 

 

 

 

Specific Responsibilities 

Outreach and Discipleship 

Oversees the development, direction, and communication of the Missions Committee, as well as 
supporting and communicating with all sponsored missionaries. 

Oversees Christian education and discipleship ministries, including small groups, Sunday school classes, 
children and youth ministries. 

Support Staff and Communications 

Oversees all non-ministry staff, including secretaries, maintenance staff, and receptionists; provides 
oversight of parking issues; develops and trains the support staff that maintains building and grounds and 
assists ministerial personnel. 

Oversees all Community Church communications formats, including the weekly bulletin, print and 
electronic newsletters, visitor brochure, public relations, Web communications, and annual reports; 
maintains all current and future information services. 

Outreach and 

Discipleship 

Support Staff and 

Communications 

Facilities and 

Church Business 

 

Administrative Pastor 

 

Senior Pastor 
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Facilities and Church Business 

Serves on the Buildings and Grounds Committee and, with it, oversees the management and development 
of all facilities owned or operated by the church; schedules use of all facilities with internal or external 
agencies; requires a general understanding of legal matters pertaining to the facilities and their use.  

Works with the Senior Pastor to maximize church resources, enabling the ministerial personnel to achieve 
the church’s stated goals. 

Oversees payroll management and general accounting functions in coordination with the annual budget; 
administers the financial portion of the employee’s benefit package; understands legal matters pertaining 
to financial issues; serves on the Finance Committee and works with it in forecasting, managing, and 
allocating the church budget. 

Requirements: 

The position requires a highly organized individual, administrative in thinking and execution.  

Relation to the Staff: 

The Administrative Pastor reports to the Senior Pastor.  
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Community Church 

123 Any Street 
Any Town, Any State, 01234 

 
(123) 456-7890 

Fax: (123) 789-0123 
www.anychurch.net 

 

 

Pastor Application Form 

PART I:  GENERAL INFORMATION  

Basic Information 

 

Name      
 (Last Name)  (First Name)  (Middle Name)  

Preferred Phone    

Alternate Phone     

Fax    

E-mail    

Street Address  

    

City State Zip Code  

    

 

Pastoral Status  

Denominational Minister of Word and Sacrament   

Ordained and Honorably Retired    

Minister of Other Denomination (specify)   

Ordination Candidate   

Church Educator   

Deacon    

Other Lay Professional    

 

Ordination Date:  ______/______/______ (Month/Day/Year)  

Church Membership: (For lay professionals)   

City & State    
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Other Denominational Membership  

    

(For ministers of other denominations, please provide the name of the denomination of current 
membership.)  

 

Educational Information 

College Education:  

College:   

Degree:   Completion Year:  

 

Seminary/Divinity School:  

Degree:   Completion Year:  

 

Educational Institution:   Completion Year:  

Advanced degree:   

 

Continuing Education Programs/Certificates:  

    

    

 

Work experience: (Please select only one) 

 

     First Ordained Call  

     0 to 2 years   

     2 to 4 years 

     4 to 6 years  

     6 to 8 years  

     8 years or more 

 

Language(s) in which you are fluent: 

  English   Spanish   Korean 

  Mandarin Chinese    Japanese    Cantonese 

 Taiwanese   Other  
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Work Experience 

 

Please list your work experience: (Please include position title, city, state, church size, community type, 
and dates from/to or number of years.) 

 

 

 

 

 

 

 

 

 

 

Please list your other services to the church or denomination for the past 10 years: 
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(For each narrative question, please limit your responses to no more than 1500 characters including 
spaces and punctuation.) 

 

Please describe the characteristics of the church or organization you would like to serve and the unique 
gifts, skills, and experiences you would bring to the position: 

 

 

 

 

 

 

 

 

Please describe your present call and accomplishments: 

 

 

 

 

 

 

 

 

 

Please describe your leadership style: 
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What are the key theological issues currently facing the church and society, and how do they shape your 
ministry? 

 

 

 

 

 

 

 

 

 

 

 

 

 

Please enter up to six references: 

 Name Relation to you  Phone  Address  E-Mail 

 

1.    

 

2.    

 

3.    

 

4.    

 

5.    

 

6.    

 

I hereby authorize those inquiring into my suitability to contact my references. 

Signature     

Print Name     

Date   
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Community Church 

 

Sexual Misconduct Self-Certification 

The following information related to sexual misconduct is mandated by Community Church’s policies to 
prevent sexual misconduct. 

Please check one of the following: 

❑·I certify below that no civil, criminal, or ecclesiastical complaint has ever been sustained or is pending 

against me for sexual misconduct; and I have never resigned or been terminated from a position for 
reasons related to sexual misconduct. 

❑·I am unable to make the above certification. I offer, instead, the following description of the complaint, 

termination, or the outcome of the situation with explanatory comments. 

 

The information contained in my Application Form is accurate to the best of my knowledge and may be 
verified by the calling and employing entity. I hereby authorize the entity to which my Application Form is 
being sent to inquire concerning any civil or criminal records or any judicial or proceeding involving me as a 
defendant, related to sexual misconduct. By means of this release, I also authorize any previous employer, 
any law enforcement agencies, judicial authorities, or ecclesiastical governing bodies to release any and all 
requested relevant information related to sexual misconduct to the entity to which my Application Form is 
being sent. 

I have read this certification and release form and fully understand that the information obtained may be 
used to deny my employment or any other type of position from the employing entity. I also agree that I will 
hold harmless the employing or judicial authority or any other entity from any and all claims, liabilities, and 
causes of action for the legitimate release of any information related to sexual misconduct. 

Signature     

Print Name      Date   

 

For the purposes of the background check, “sexual misconduct” is the comprehensive term used to 
include: 

1) Child sexual abuse, as defined above;  

2) Sexual harassment, as defined above;  

3) Rape or sexual contact by force, threat, or intimidation;  

4) Sexual conduct (such as offensive, obscene or suggestive language or behavior, unacceptable 
visual contact, unwelcome touching or fondling) that is injurious to the physical or emotional health 
of another;  

5) Sexual malfeasance defined as sexual conduct within a ministerial (e.g. clergy with a member of 
the congregation) or professional relationship (e.g. counselor with a client, lay employee with a 
church member, who may be a layperson or a minister). Sexual conduct includes unwelcome 
sexual advances, request for sexual favors, and verbal or physical conduct of a sexual nature. This 
definition is not meant to cover relationships between spouses, nor is it meant to restrict church 
professionals from having normal, social, intimate, or marital relationships;  

6) Sexual abuse as defined by law. 
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Authorization Form 

 

DISCLOSURE 

As part of the employment/volunteer process, Community Church will obtain a consumer report, which I 
understand may include information regarding my credit worthiness, credit standing, credit capacity, 
character, general reputation, personal characteristics, or mode of living. 

 

AUTHORIZATION 

During the application process, and at any time during the tenure of my employment or volunteer work at 
Community Church, I hereby authorize the authorized credit background firm on behalf of Community 
Church, to procure a consumer report, which I understand may include information regarding my credit 
worthiness, credit standing, credit capacity, character, general reputation, personal characteristics, or 
mode of living.  

This report may be compiled with information from credit bureaus, courts record repositories, departments 
of motor vehicles, past or present employers and educational institutions, governmental occupational 
licensing or registration entities, business or personal references, and any other source required to verify 
information that I have voluntarily supplied. I understand that I may request a complete and accurate 
disclosure of the nature and scope of the background verification, to the extent that such investigation 
includes information bearing on my character, general reputation, personal characteristics or mode of 
living. 

Applicant/Employee Signature   

Date  

 

Driver’s License Number     State   

Social Security Number    Date of Birth  

Printed Name (include maiden name)     

Home Phone:    Cell Phone:  

Street Address:    

City:  State:  Zip:   
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Community Church 

 

Pastoral Call Form 

Community Church of Any Town, Any State, being well satisfied with your qualifications for ministry and 
confident that we have been led to you by the Holy Spirit as one whose service will be profitable to the 
spiritual interests of our church and fruitful for the Kingdom of our Lord, calls you, the Rev. John Smith, to 
become (senior pastor) (associate pastor) at Community Church, beginning mm/dd/yy.  

We promise you that, as you discharge your duties, you may be free to devote (full-time) (part-time) to the 
ministry of the Word among us; we promise and obligate ourselves to pay you the sum of $_______ per 
year in regular monthly payments. 

Further, we promise to provide you the following (Those agreed upon are to be filled in): 

➢ Use of the parsonage and/or moving cost reimbursement $_________  
OR Housing Allowance $_________  

➢ Utilities reimbursement $_________  

➢ Study leave reimbursement $_________  

➢ Mileage reimbursement $_________  

➢ Expense reimbursement $_________  

➢ Pension payment OR 401(k) OR a 403(b) as we agree, during the time of your being and 
continuing in the pastoral relationship set forth in this call to this church.  

We further promise to review with you annually the adequacy of this compensation.  

 

In addition, we promise to provide: 

Vacation: (One month to include four Sundays.) 

Study Leave: (Recommended at two weeks and accumulative to six weeks.) 

Other: 

 

 

 

Signed:    
  (Congregational Representative) 

 

Signed:    
  (Congregational Representative) 
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LETTER OF CALL 

NAME 

DATE 

 

Having moderated the congregational meeting which extended a call to   
for ministerial services, I do certify that the call has been made formally to you, and that the persons who 
signed this letter were authorized to do so by vote of the congregation. 

 

Signed:    
  (President of the Congregation) 

 

 

 

ACCEPTANCE OF THE CALL 

This is to certify that I have received and accepted the call. 

 

 

Date of Acceptance  

 

 

    
Signature – Pastor 
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Additional Resources 
Resources for the job search and interview processes 

Organizations and Electronic Resources 
 

The Living Church Foundation (www.livingchurch.org). The Living Church is an independent, 

national weekly magazine supporting Catholic Anglicanism within the Episcopal Church. To 

learn more, or to place a classified ad in The Living Church magazine or online, please call 

(414)-276-5420, ext. 12 or 16, or e-mail amber@livingchurch.org. 

BUILDINGCHURCHLEADERS.COM would like to acknowledge The Living Church Foundation for 

its assistance in providing the ad templates for this resource.  

The Alban Institute (www.alban.org) is an excellent resource for many aspects of pastoral and 

congregational management, including resources for working through an interim period 

between pastors and steps in the search process. The Alban Institute also offers podcasts, 

conferences, and consultation for churches in need of more specific help in seeking a new 

pastor, whether the previous situation was healthy or unhealthy. 

A great website for both search committees and pastoral candidates is ChurchStaffing.com 

(www.churchstaffing.com). Based in Richmond, Virginia, this site offers a variety of tools, 

including pastoral search processes, job posting, and sample job descriptions for dozens of 

different positions. The site also provides resources to help churches with professional 

management of the search. 

While not specifically geared to pastoral searches, Group Publishing offers excellent printed 
and electronic resources for churches seeking new leadership, whether paid, volunteer, or lay 
ordained, and for a variety of settings. The site can be reviewed at www.group.com.  

Books and Printed Resources 
 

Choosing a New Pastor: The Complete Handbook by Henry A. Virkler (Wipf & Stock 

Publishers, 2006; ISBN 978-1597526623) 

Church Staff Handbook: How to Build an Effective Ministry Team by Harold J. Westing 

(Kregel Academic & Professional, 1997; ISBN 978-0825439735) 

Confirming the Pastoral Call: A Guide to Matching Candidates and Congregations by Joseph 

L. Umidi (Kregel Academic & Professional, 2000; ISBN 978-0825439025) 

In Search Of A Leader: The Complete Search Committee Guidebook by Robert W. Dingman 

(Lakeside Books, 1994; ISBN 978-0964131705) 

Job Descriptions and Duties For Church Members and Workers by Herbert W. Byrne (Xulon 

Press, 2005; ISBN 978-1594672521) 

Pastor Search Committee Planbook by Gerald Williamson (B&H Publishing Group, 2001; 

ISBN 978-0805435153) 

So You're on the Search Committee by Bunty Ketcham and Celia Allison Hahn (The Alban 

Institute, 2005; ISBN 978-1566993166) 
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Staff Your Church for Growth: Building Team Ministry in the 21st Century by Gary L. 

McIntosh (Baker Books, 20; ISBN 978-0801090950) 

The Alban Guide to Managing the Pastoral Search Process by John Vonhof (The Alban 

Institute, 1999; ISBN 978-1566992138) 

The Big Book of Job Descriptions for Ministry: Identifying Opportunities and Clarifying 

Expectations for Ministry by Larry Gilbert (Gospel Light Publications, 2002; ISBN 978-

0830729180) 

When Moses Meets Aaron: Staffing and Supervision in Large Congregations by Susan 

Beaumont and Gilbert R. Rendle (The Alban Institute, 2007; ISBN 978-156699-35117) 

 


