Baptismal Ministry Team
Election:  This ministry team shall be elected annually upon the recommendation of the Nominating Ministry Team and shall consist of at least two members but no more than four.  (Suggest two males and two females)

General responsibilities:  This ministry team is responsible for ensuring that the baptismal pool is cleaned, filled, and heated for baptisms.

Specific Duties and Guidelines:  

1. Make sure that an adult is with the candidate during the service.

2. Mop up water, replace all furniture, and drain the pool following use.

3. Obtain purchase orders from church treasurer prior to making purchases.

Building and Grounds Ministry Team
Election:  This ministry team shall be elected annually upon the recommendation of the Nominating Ministry Team and shall consist of five members.

General responsibilities:  This ministry team is responsible for the maintenance of both the church building and the church grounds.

Specific Duties and Guidelines:

1. Make regular systematic inspections of the church property at least twice a year.

2. Be responsible for routine maintenance of heat and air conditioning systems.

3. Landscape maintenance - secure a landscape service and supervise the work done, making sure that it is done in a timely and proper manner. 

4. Items that do not exceed the regular church budget allotment may be repaired without church action.

5. Make recommendations to the church for major expenditures.

6. Care for emergency repairs promptly to prevent additional damages.

7. Coordinate church-wide clean-up days as needed.

8. Secure a cleaning service for the church and supervise the work done.

9. Be responsible for turning on the heat to protect the plumbing when freeze warnings are given.

10. The leader of this ministry team will also serve on the Finance Ministry Team.

11. The leader of this ministry team will present the building and grounds budget to the Finance Ministry Team during the development of the church budget.

12. Obtain purchase orders from church treasurer prior to making purchases.

Cemetery Ministry Team
Election:  This team is a standing ministry team (members will serve on an ongoing basis) consisting of three members.  When a member of this team needs to be replaced, the Nominating Ministry Team will recommend a replacement to the church for a vote.

General responsibilities:  This ministry team is responsible for the maintenance and use of the cemetery.

Specific Duties and Guidelines:

1. Maintain the records of deeds of cemetery plots and maps to ensure that they are current.

2. Grant cemetery plots (locate and mark clearly all boundaries to lots).

3. Assist funeral homes in finding plots for burial.

Counting Ministry Team
Election:  This ministry team shall be elected annually upon the recommendation of the Nominating Ministry Team and shall consist of six members with at least one substitute.

General responsibilities:  This ministry team is responsible for counting and producing a report of the offerings given during the Sunday morning and Sunday evening worship services.  This team is also responsible for counting the money received at special events such as revivals, fellowships, and love offerings.

Specific Duties and Guidelines:

1. The members of the Counting Ministry Team serve in a very sensitive area of the church and should be of the highest integrity and Christian character keeping all aspects of offerings completely confidential.

2. During the counting of money, two members of the ministry team must always be present.

Floral Ministry Team
Election:  This ministry team shall be elected annually upon the recommendation of the Nominating Ministry Team and shall consist of at least four members.

General responsibilities:  This ministry team is responsible for placing flowers in the sanctuary each Sunday and for special events.  Additionally, this team will arrange for flowers to be sent to families in the church upon the death of a family member.

Specific Duties and Guidelines:

1. Place donated flowers or one of the church's permanent floral arrangements in the sanctuary each Sunday and on special occasions.

2. When fresh flowers are used, take or send them to a shut-in or an ill member after their use in the sanctuary.

3. Upon the death of a member or the death of a member's spouse, immediate family member, or parent, send a wreath to the funeral home in the church's name.

4. Handle all requests for floral arrangements given as memorials and provide church secretary with appropriate information for the church bulletin.

5. Provide flowers for baby dedications.

6. Clean and care for permanent floral arrangements.

7. Prepare a proposed budget to present to the Finance Ministry Team during the development of the church budget.

Hospitality Ministry Team
Election:  This ministry team shall be elected annually upon the recommendation of the Nominating Ministry Team and shall consist of at least five members.

General responsibilities:  This ministry team is responsible for ensuring that the fellowship hall is clean and well stocked for scheduled church events.

Specific Duties and Guidelines:

1. Make sure that kitchen and restrooms are stocked with needed supplies such as paper products, soap, etc.

2. Recruit helpers to set-up, serve, and clean up for scheduled church events.

3. Be responsible for the cleanliness of the kitchen area including the periodic cleaning of stoves and refrigerators.

4. Schedule and keep a calendar posted of when church facilities are being used beyond that of regularly scheduled events.

5. Collect any applicable fees for use of the facilities.

6. Recommend to the church the need to purchase new equipment or replace current equipment when those needs arise.

7. Obtain purchase orders from the church treasurer prior to making purchases.

Land Use and New Building Ministry Team
Election:  This team is a standing ministry team (members will serve on an ongoing basis) nominated and elected by the church body.

General responsibilities:  The responsibility of this ministry is to make decisions concerning the use of the land the church owns.  In addition to making those decisions, this ministry team is to continue beyond those decisions and oversee the carrying out of those plans.  The church body must first approve decisions concerning the spending of money.  Once the construction is completed and the warranty(ies) expire, the term of the members currently serving will end.

Nominating Ministry Team
Election:   In January of each year, the Deacon body will select a Deacon to serve on this ministry team.  This Deacon will then notify the other appropriate ministry team members to select a representative from their team to serve.

This ministry team shall consist of the following members:

a) Finance team representative

b) Children/youth team representative

c) Deacon ministry representative

d) Senior adult representative

e) Discipleship ministry leader

The chairman of the Nominating Ministry Team shall be elected from within the team at their first meeting of the year.

General responsibilities:  This team will then recommend persons to be elected for the remainder of positions of serve in the church for the coming church year, which begins on September 1.

Specific Duties and Guidelines:

1. Nominees for ministry team positions will be given a written copy of the general expectations for church leaders at Zion Hill Baptist Church as well as a description of specific responsibilities of the ministry team for which they are being nominated.

2. If a vacancy occurs during the year, the Nominating Ministry Team will fill the position by immediate appointment followed by church election during the next regularly scheduled business meeting.

Nursery Ministry Team
Election:  This ministry team shall be elected annually upon the recommendation of the Nominating Ministry Team and shall consist of two members.

General responsibilities:  The responsibilities of this ministry team are to ensure nursery workers for all church services (Sunday morning worship, Sunday evening worship, Wednesday night services) and special church events as well as to maintain the appearance and safety of the nursery.

Specific Duties and Guidelines:

1. Schedule and train nursery workers.

2. Ensure that linens are clean and available for each service.

3. Obtain purchase orders from church treasurer prior to making purchases.

Finance Ministry Team
Election:  This ministry team shall consist of a total of five members.  The Chairman of the Deacons and the Team Leader of the Building and Grounds Ministry Team account for two of the members.  The remaining three members of the team shall be elected annually upon the recommendation of the Nominating Ministry Team.  The Treasurer shall serve as an ex-officio member of this ministry team.

General responsibilities:  This ministry team is responsible for constructing the annual budget to be presented to the church for approval at least one month prior to the new calendar year.  This ministry team is responsible for all financial decisions.

Specific Duties and Guidelines:

1. Administer the budget through reviewing of expenditures, recommending necessary adjustments, and promoting the budget.

2. Determine and present to the church for a vote all starting salaries and salary adjustments for staff and employees.

3. Conduct an audit of the church books as needed.

4. Present a financial report at each regularly scheduled business meeting.

5. Any action to amend any part of the budget must first be presented to the Finance Ministry Team which will then make a recommendation to the church.  Such recommendations must be passed by a two-thirds vote in a regular business meeting.

Clerk
Election:  The Church Clerk shall be elected annually upon the recommendation of the Nominating Ministry Team.

General responsibilities:  It will be this person's responsibility to attend or be represented at all church business meetings in order to keep an accurate record of proceedings.  This person will also be responsible for receiving and sending all church letters that are requested.

Specific Duties and Guidelines:

1. Record minutes.  When keeping minutes, the Clerk should record the motions.  The Clerk should request that the persons making the motions put them in writing.  If this is not possible, the Clerk should repeat the motion as it is being recorded before the motion is seconded or a vote is taken.

2. Always get the name of the person making the motion and seconding it.  Should future questions arise concerning the intent of wording of the motion, knowing who made the motion can help clarify any questions.

3. Preserve records.  The Clerk is responsible for preserving the church roll and business meeting minutes.  The Clerk should ensure that the Church Secretary receives copies of all minutes to be stored in the Church Office files.

4. Correspond with other churches concerning membership changes.

5. Provide records for church history such as budgets, records of new staff members, records of special events, i.e. renovations and anniversaries.

6. Prepare the Annual Church Profile and sent it to the Association office.

Discipleship Ministry Leader
Election:  The Discipleship Ministry Leader shall be elected by the church body annually upon the recommendation of the Nominating Ministry Team.

General responsibilities:  The Discipleship Ministry Leader will have general oversight of the Sunday School Ministry under the guidance of the Pastor and/or staff member as well as the responsibility to coordinate and/or oversee the other discipleship ministries of the church (adult, youth, and children).

Specific Duties and Guidelines:

1. Be responsible for the ordering and distributing of all Sunday School materials.

2. Be responsible for the scheduling and the conducting and/or overseeing of Sunday School Teacher's meetings and training.

3. The Discipleship Ministry Leader will also serve as a member of the Nominating Ministry Team upon his or her election.

Ushers and Greeters Ministry Team
Election:  This ministry team shall be elected annually upon the recommendation of the Nominating Ministry Team and shall consist of one active deacon and at least four additional members.

General responsibilities:  The responsibilities of this ministry team are to ensure that ushers are present for all worship services and for events such as special services, revival meetings, etc.

Specific Duties and Guidelines:

1. Greet members and guests upon their arrival to church services.

2. Seat persons entering worship services.

3. Provide information about church services, programs, and facilities.

4. Receive offerings.

5. Be alert to the needs of individuals during services.
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