Deacon Job Descriptions

Chairman - Accountable to the Senior Pastor. Supervises the Assistant Chairman, Secretary-Treasurer and deacons responsible for Connections, Communications, Deacon Training, and New Members. Responsible for recommending future deacons to the Senior Pastor and Elders.
Assistant Chairman - Accountable to the Chairman. Assists the Chairman and acts in his absence when appropriate. Supervises deacons responsible for Events, New Members, Widow Support, Visitations, and Benevolence.
Secretary-Treasurer - Accountable to the Chairman. Records meeting minutes. Maintains records and correspondence. Corresponds with external groups. Supervises deacons responsible for Opening/Closing and Communion, Offerings, and Membership.
Connections Deacon - Accountable to the Chairman. Responsible to maximize members' connections to the church. Assists deacons in connecting their members. Maintains an up-to-date list of:
· Connection opportunities, POCS, times. 
· Connections for each member
Provides these lists to deacons.
Communications Deacon - Accountable to the Chairman. Provides suggested communications for deacons to their groups. Distributes notices, solicitations, and announcements to the deacon group. Encourage deacons to provide at least once a month e-mails, personal contact, or phone calls:
· Personal encouragement and support for events in the church
· Recommendations and encouragement for particular connections
· Acknowledgement that the deacon is available to them
· Solicitation for improvement in services for the church, pastor, and deacon -"How can we help"
· Connection of the month - blurb from the POC (for emails)
Encourage social events with deacon groups
Coordinates with Connection Deacon and POCS to discover "What's going on?" in order to advise deacons of upcoming events.
Training Deacon - Accountable to the Chairman. Provides a variety of potential ongoing education through online and live opportunities. With the approval of the Chairman, solicits occasional speakers for deacons’ meetings or events.
· Conducts or provides initial training for new deacons
· Cover the bylaws
· Pastor and Chairman would have a speaking part
· Introduction to deacon jobs and how we do business - Some "how to’s" and "Where you can find" briefings
· The Communications and Connections Deacons cover important tips
· Conducts or provides continuing training for deacons
· This training could take place at a deacon meeting
e.g., The Communications Deacons could talk about how to better communicate with members
· A guest speaker on a topic of interest
· A deacon at another church could speak about how they do business
· Tips on hospital visitation
· Conducts special training
· Training opportunities covering special topics
· Training to fill holes in areas lacking proper attention
New Members Deacon - Accountable to the Chairman. Provides direct leadership, communications, and attention to new church members. Orients new members at new member classes. Responsible for facilitating newcomer connections to the church. New members will be assigned to newcomer deacon(s) to fulfill these requirements until a logical deacon assignment can be made, normally less than one year.
Events Deacon - Accountable to the Assistant Chairman. Organizes manning and support for special events for the church, e.g., Christmas services, Easter services, Fall Bible Conference, Children's Circus, Weddings, Funerals, and other events. Coordinates with those responsible for events to determine requirements. Schedules manning. Assures necessary logistics for successful events, e.g., cnairs, tables, candles, etc.
Recruiting Deacon - Accountable to the Assistant Chairman. Responsible to the Chairman to coordinate deacon replacements and additions. Assist in determining the need for additional deacons. Coordinates a church-wide solicitation for future deacons. The Chairman and Recruiting Deacon should rank order candidates for the consideration of the Senior Pastor and Elders. Coordinate to assemble an interview board. Schedule interviews. Maintain a list of potential questions for the candidate. Create a briefing to explain the expectations and requirements to the candidate.
Widow Support Deacon - Accountable to the Assistant Chairman. Identify widow members that may need assistance and maintain a list. Assure widow members are attended to as necessary. Advise the assigned deacon. Recommend how the deacons can support widows. Provide regular communications. Coordinate with ladies of the church to provide support. Bring special needs to the attention of the Assistant Chairman.
Benevolence Deacon - Accountable to the Assistant Chairman. Assures solicitation for the benevolence fund. Delivers collected funds to financial committee. Communicates with church officers concerning potential benevolence possibilities. Qualify those that may be in need. Coordinates with the Assistant Chairman, Chairman and Senior Pastor on dispersing funds. 
Visitations Deacon - Accountable to the Assistant Chairman. Maintain communications with church staff, elders, deacons, and church members to assure notification to appropriate parties of those that may need visitation. See that visitations are arranged and continued as necessary. Advise the assigned deacon of a potential visit. Coordinate with ladies of the church for assistance, including providing meals, transportation, miscellaneous chores, etc.


Opening/Closing and Communion Deacon - Accountable to the Secretary-Treasurer. Assures deacons are scheduled for appropriate times to open and close the church and prepare for communion. Maintains an up-to-date checklist for accomplishing all tasks associated with opening/closing and communion. Occasionally, visits with church officers to determine if the requirements are being met or additional requirements added. Assures supplies and equipment are ample for services.
Offerings Deacon - Accountable to the Secretary-Treasurer. Assures deacons (or designated substitutes) are properly prepared and serving the church for offerings. Assures offering plates are in position for services.
Membership Deacon - Accountable to the Secretary-Treasurer. Maintains an up-to-date list of members assigned to deacons. Deacon member assignments may not be equal. Deacon member assignments may be based on functional relationships. Coordinates with the secretary-treasurer and chairman on deacon membership assignments. Member assignments should be based on logical criteria. Coordinates with the Church Secretary to maintain the church membership roster assuring the members are properly assigned to the appropriate deacon. With the approval of the Secretary-Treasurer and, when appropriate, coordinate with the new member deacon to assign church members to deacons.
Technology Deacon - Accountable to the Vice Chairman. Using commonly available cloud-based technology, provide repositories for Deacon proposed documents, documents under review/consideration and finished/approved documents for the North Shore Deacons team.  Documents should allow/enable all data types (text, photo, spreadsheet, graphs, audio, video, etc.)
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