
Position Description Director of Music/Organist
Revised Dec 4, 2022; approved by SPRC ___________

Status: Part-time, salaried

Hours: Average of 20 hours per week

Benefits: Time off in accordance with the Larchmont United Methodist Church Vacation 
and Leave Policy.

Position Overview:  The Director of Music/Organist is responsible for the Traditional 
music programs of Larchmont United Methodist Church. The Director of Music/Organist 
plans and implements these programs under the direction of the Lead Pastor and in 
collaboration with the Worship Committee.

Accountable to: The Director of Music/Organist works under the supervision of the 
Lead Pastor and is accountable to the Staff Parish Relations Committee. 

Performance:  This position will be subject to an annual assessment in accordance with 
church policy.

Responsibilities:
⦁ Worship Services

⦁ Regularly scheduled Sunday services
⦁ To play organ music and direct the choir for the Traditional worship 

service
⦁ To select appropriate organ and choral music for the Traditional 

service
⦁ Additional services

⦁ To select and provide appropriate service music for additional 
liturgical and seasonal worship (Christmas Eve services, Ash 
Wednesday, Maundy Thursday, Good Friday, etc.)

⦁ To provide music, when available, for weddings and funerals 
scheduled by Larchmont United Methodist Church at a fee agreed 
upon prior to the service

⦁ Special musical celebrations
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⦁ To plan, conduct, and direct special music celebrations, such as 
Cantatas, Oratorios, or other major choral works

⦁ Chancel Choir

⦁ Recruit for and organize the choir, conduct weekly rehearsals of the choir, and 
direct the choir for worship services

⦁ Provide vocal or instrumental music for services when the choir is not available.

⦁ Additional Ensembles
⦁ Handbell Choir

⦁ To recruit for, organize, conduct weekly rehearsals of, and direct the 
handbell choir Note:  The handbell choir will provide music on a 
regular basis at select Sunday worship services and occasional special 
services, as determined in consultation with the Lead Pastor and the 
Worship Committee

Administrative Responsibilities:
⦁ Music budget

⦁ To prepare a projected music budget each fall for the following fiscal year and 
submit the budget proposal to the Worship Committee in ample time for 
inclusion into the budget requests for the following year

⦁ Oversight of paid vocal section leaders
⦁ The Director of Music/Organist is responsible for the engagement, oversight, 

and, if necessary, termination of each paid vocal section leader.  As such, the 
Director of Music/Organist shall:

⦁ Report the status of each paid vocal section leader to the Staff Parish Relations 
Committee

⦁ Make recommendations to the Staff Parish Relations Committee regarding salary for 
these section leaders in a timely fashion to allow inclusion into the budget requests 
for the following year

⦁ Musical instruments
⦁ The Director of Music/Organist bears the ultimate responsibility for the 

security and condition of the church’s musical instruments.  As such, the 
Director of Music/Organist shall:

⦁ Report to the appropriate committee(s) the condition and maintenance needs of the 
musical instruments of the church, including the organ, pianos, and handbells

⦁ Advise the church on the financial means required to allow for the proper care of 
these instruments

⦁ Set policies regarding use of the musical instruments of the church to ensure that only 
properly qualified musicians are allowed to use them
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⦁ Music library
⦁ To maintain the music library of the church and advise the Worship 

Committee of financial needs to ensure that the music is kept in proper 
condition

⦁ To purchase and maintain all necessary music and music supplies
⦁ Arrangements for Substitute Organists/Choir Directors

⦁ To arrange for the services of a substitute to perform the customary duties of 
the Director of Music/Organist during vacations or other periods of absence

⦁ Substitute selection will be subject to approval of the Lead Pastor and the Worship 
Committee

⦁ Larchmont United Methodist Church will be financially responsible for compensation 
for substitute musicians

Additional Responsibilities:
⦁ Committee Meeting Attendance

⦁ To attend regularly scheduled meetings of the Worship Committee, the 
Administrative Council, and Staff meetings for conducting of the music 
program

⦁ To serve as a resource individual for the musical needs of the church, including but 
not limited to assisting the Education Committee in planning for events such as 
Vacation Bible School

⦁ To maintain and improve his or her own musical skills and repertoire through 
practice and continuance in taking lessons, attending music conventions, participating 
in workshops and master classes, and to maintain active participation in professional 
organizations, such as the American Guild of Organists.

⦁ To devote adequate time and effort to the position such that a quality music program 
will result, and to accept only such other employment which does not interfere with 
the diligent performance of his or her responsibilities

⦁ Seek out and participate in continuing education opportunities.

Core Competencies:
⦁ Education and Experience

⦁ A minimum of a bachelor’s degree in Organ Performance or Sacred Music, 
Master’s Degree preferred

⦁ A minimum of 5 years’ experience as an organist and choir director
⦁ Demonstrated knowledge of organ and sacred choral literature, liturgies and 

hymnody, choral and instrumental conducting, hand bells, and children’s 
choirs.

⦁ Administrative Abilities
⦁ Basic computer skills and internet competency

⦁ Communication Skills
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⦁ Ability to take and respond to emails, phone calls, and visits from participants 
in the music program and members of the congregation in a professional and 
compassionate way
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