
JOB POSITION DESCRIPTION 

 

JOB TITLE:  Director of Congregational Care 
JOB STATUS: Regular, Part-Time 20 hours/week 
REPORTING: Position reports to Directing Pastor 
 

 
BASIC FUNCTION:  Provide pastoral care to congregants of all ages with emphasis on those who have experienced loss, 
are home-bound, hospitalized, or in extended-care facilities and to support the hospitality ministry.  
 
PRINCIPLE RESPONSIBILITIES: 
 

1. Work in cooperation with the Director of Social Media, Marketing and Hospitality to identify, welcome, and assist 
first time and returning guests on Sunday mornings. 
 

2. Develop and maintain relationships with members who are home-bound, hospitalized, or in extended-care 
facilities. Maintain a visitation database. 
 

3. Receive Prayer Chain requests and distribute to the appropriate parties. 
 

4. Provide various means of support to members at a time of loss, serious illness and times of need, including but 
not limited to face-to-face, notes, phone, email, text, etc. 
 

5. Plan and conduct activities and/or events for seniors that will ensure they stay connected with each other and the 
church. 
 

6. Develop, manage and support the Caring Ministry Team, including recruiting volunteer team leaders and 
supervising their work. 

 
7. Deliver or coordinate communion deliveries as directed by Directing Pastor as soon as COVID restrictions are 

lifted. 
 

8. Initiate and nurture a relationship with each Sunday morning returning guest to foster their relationships with 
Laurel. Encourage each to connect with a class, group, activity, or ministry. Share information about baptism, 
confirmation and church membership. 

 
9. Serve as the staff liaison to the Stephen Ministers for members who would benefit from their care. 

 
10. Coordinate and manage the volunteers for the greeting card ministry. 

 
11. Conduct annual Caring Ministry Team training. 

 
12. Efficiently and effectively complete administrative tasks including but not limited to attending staff meetings, 

writing newsletter articles, responding to communications, etc.  
 

13. Serve under the conditions of the Laurel United Methodist Church Personnel Policy and specific criteria 
determined by the Staff/Parish Relations Committee. 

 
14. Perform other duties as assigned by Directing Pastor. 

 
 
REQUIRED QUALIFICATIONS: 
 

1. Profess to be a practicing Christian. 
2. Ability to serve in a ministry role. 
3. Be self-directed and use critical thinking skills. 
4. Have a compassionate personality — e.g. inclusive of others, kind, ability to identify people in need. 
5. Have training and/or experience with congregational care, counseling and working in a church setting. 
6. Expertise in using office software, including database management. 
7. Ability to initiate relationships and empathize with others.  
8. Demonstratable leadership skills. 



9. Excellent organizational, communication, and writing skills. 
10. Ability to work effectively and efficiently both individually and in a team environment. 
11. Ability to maintain strict confidentiality. 
12. Ability to be flexible. 
13. Have a valid IL driver’s license. 
14. Have access to reliable transportation on a daily basis. 
15. Have a high school diploma or G.E.D. 
16. Ability to pass criminal background check. 

    
 
ADDITIONAL DESIRABLE QUALIFICATIONS: 
  

1. Prior experience in congregational care. 
2. Course work in related field. 
3. Knowledge of principles of Stephen Ministries. 
4. Expertise in database management. 

 
WORKING CONDITIONS: 
 
Modern building/office environment; non-smoking 
 
 
NOTE: 
This job description should not be construed to imply that these requirements are the exclusive standards and 
expectations of the position. The incumbent will follow any other instructions, and perform any related duties, as may be 
required. The employer has the right to revise this job description at any time and will provide reasonable notice of any 
such change. The job description is not to be construed as a contract for employment. Reasonable accommodations will 
be provided to individuals with disabilities. 
 
Signing this document indicates that the employee understands the working conditions and responsibilities of this position 
and has discussed details with the Directing Pastor or Staff Parish Relations Committee. 
 
 
 
_________________________________________  ______________ 
Employee’s Signature      Date 
 
_________________________________________  ______________ 
Representative, Laurel United Methodist Church   Date 
 

10-01-2020 

 


