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FIRST CHURCH 

JOB DESCRIPTION 
DIRECTOR OF CONGREGATIONAL CARE AND OUTREACH 

 
Title:  Director of Congregational Care and Outreach 
 
Review of Work:  Senior Pastor and Executive Director 
 
Job Summary: Under the general direction of the Senior Pastor, performs duties as 
outlined.  This position is responsible to develop and manage teams to facilitate the 
community life ministries of First Church, and to reach, serve and grow the hearts 
deeper in their love for Jesus Christ.  
 
Essential Duties and Responsibilities: These include the following duties; however, 
other duties may be necessarily performed. 

• Maintain and model a strong spiritual walk with Jesus. 
• Develop and implement teams to branch out through the church and community 

with strategies to meet the need.  
• Manage hospital, nursing home, shut in care using teams of people gifted for 

such activity. 
• Engage with the community institutions to determine the needs for the 

residents.   
• Embrace new ministry opportunities for expansion within the community.  
• Collect and analyze information that measures the success of the community life 

program efforts and modify as needed.   
• Expand and manage First Church community ministries including the community 

meals, the hair cut program, Center Shots and the Prison Ministry. 
• Be the staff representative for the Missions Committee. 
• Develop and maintain ministry opportunities for congregation members to 

engage in Community Life programs. 
• Ensure the effective management of Community Life programming according to 

established policies and procedures. 
• Develop and maintain an appropriate volunteer structure that ensures 

programmatic objectives are supported with trained individuals. 
• Ensure a positive, healthy, and safe work environment.  
• Be an active member of the First Church staff and church leadership 
• Participate in staff meetings 
• Establish curriculum and the training of volunteers for community life programs. 
• Prepare reports as necessary and maintains accurate and private information on 

visits of all team members. 
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Working Conditions: 
The work environment characteristics described here are representative of those an 
employee encounters while performing the essential functions of this job.  The noise 
level in the work environment is usually quiet to moderate. 
 
Qualification Requirements: 
To perform this job successfully, an individual must be able to perform each essential 
duty satisfactorily.  The requirements listed below are representative of the knowledge, 
skill and/or ability required. 
 
Education and Experience: 
Batchelor’s degree in ministry required.  Master’s degree in ministry preferred.  2 years’ 
experience in ministry activities, especially with Biblical leadership qualities is necessary. 
 
Knowledge, Skills and Abilities: 

• Knowledge of: Scripture and teaching methods, personal psychology, general 
office procedures including use of telephone, interpersonal communications, 
filing, record keeping computer and other office machine operation, supervision 
of others, problem solving techniques. 

 
• Skills in: managing multiple projects; effective relationship skills showing 

sensitivity and compassion; people service skills; computer skills with 
understanding of Microsoft Office Professional, internet and email functions, 
effective verbal and written communication skills. 

 
• Ability to: plan, organize and self-direct daily work, analyze data and information 

to develop training curriculum as required, present clear and concise oral and 
written reports, learn, retain, interpret and supply to others pertinent 
information and other details needed in the course of caring activities, ability to 
follow orders, plans and policies as established by the pastoral team, work 
cooperatively and effectively with others within the work environment, exercise 
good independent judgment; establish, maintain and foster cooperative working 
relations with individuals and organizations contacted in the course of work. 

 
Physical demands: 
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.  While 
performing the duties of this job, the employee is regularly required to use hands, 
handle objects, keyboards or controls, and reach with hands and arms.  The employee 
frequently is required to stand and sit.  The employee is required to walk, stoop, kneel, 
talk, and hear.  Specific vision abilities required by this job include close vision, color 
vision, depth perception and the ability to adjust focus.   


