BAPTIST CHURCH

SERVING THE FAMILY OF GOD SINCE 1864

Rev. Dr. Keith W. Byrd Sr., Pastor

Zion Baptist Church Description of Church-wide Officers

Church Trustee

The Board of Trustees is an "Operations" Ministry and has responsibility for the (1) care and
custody of Church buildings and property including the Family Life Center, (2) financial
management and operations, including the development and administration of the annual
operating budget; and (3) personnel affairs for Church employees, including ensuring that the
Church is in compliance with local and federal employment requirements and that it has
adequate staffs to support the Church's ministry and worship services and carry out
administrative functions. Individuals seeking to serve as a trustee shall:

* Demonstrate character and lifestyle. leadership in Christian Life and stewardship

» Have the spiritual gifts and spirit of service, helping, discernment, leadership, and
administration. and giving

* Engage in spiritual growth and discipleship through regular church attendance. and
corporate Christian education ministry

* General useful knowledge and skills to include the ability to:

» Listen to and communicate with people who work with other ministry leaders

* Delegate responsibility and follow up to complete tasks

*  Work as a team member

Specific, desirable but not required, knowledge and skills include but are not limited to:

* Experience as a Supervisor or Human Resource Specialist

* Knowledge of Employment and Labor laws and regulations Experience writing position
descriptions or hiring staff

* Budget and Finance:

* Experience in Accounting, Bookkeeping, and Financial principles

* Computer and software programs expertise such as Excel and Shelby

* Property and Risk Management

* Facility and Space Management

* Knowledge Of basic plumbing, HVAC, and "handyman skills"

* Contract Specialist and Contracting Officer Technical Representative experience
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» Safety and Security

* Administration

* Experience in using SharePoint

*  Writing and maintaining manuals and handbooks for Project Management and Project
Tracking

* Meeting management and Roberts Rules of Order

* Information Technology

* Knowledgeable or enthusiastic about computers and technology

Must have the time and availability to attend evening monthly Board of Trustees meetings, and
monthly Board of Church Administration meetings, and commit to serving on at least one
committee Of the Board of Trustees.

Trustees are elected for a six-year term and may serve only two consecutive terms.
Church Secretary

The Church Secretary is responsible for notifying members regarding Church meetings, and
such other Church meetings as may be requested by the Pastor or the Board of Church
Administration. Any of the foregoing duties and responsibilities may be performed by
volunteers who are members of the Church or by others, under the direction of the Church
Secretary. Individuals seeking to serve in the role of Church Secretary shall:

* Record and maintain the minutes of Zion Baptist Church Annual, Semi-Annual, and
Special Church Meetings and such other Church meetings as requested by the Pastor
and/or the Board of Church Administration.

* Request an electronic copy of semi-annual and annual reports from Officers of Boards,
Ministries, and Committees.

* Coordinate disposition of requests for baptismal, and dedication of membership
(Righthand of Fellowship) with the Deacon Board, the Church Clerk, The Executive
Assistant to the Pastor, and the Pastor.

* Contact candidates to ensure availability for the Baptismal date and Righthand of
Fellowship date.

* Coordinate requests for Baby Dedication

* Contact parents to complete the Baby Dedication form.

* Prepare a Baby Dedication certificate and gift bag

The Assistant Church Secretary shall perform such duties as are assigned by the Church
Secretary that is within the scope of the office of the Church Secretary.

The Secretary and Assistant Secretary are one-year positions, incumbent must be re-elected
or elected annually.
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Church Clerk

The Church Clerk has the responsibility regarding the matters of crucial recording-keeping
functions inherent to membership, church statistics, contributions, and trends in church life.
Individuals seeking to serve in the role of Church Clerk shall:

* Responsible for maintaining the software application for membership data and financial
contributions.

* Assist in counting room operations and reconciling Sunday collections; accurately record
each individual contribution; maintain a regular account of returns in envelopes for each
Sunday.

* Order, prepare, and assign envelope sets for each member.

* Maintain membership database to include member's demographics; prepare and mail
semiannual and annual contribution statements.

* Provide data as necessary for other ministry services

* Maintain a personal history file of church membership and prepare Church papers for
deceased members.

*NOTE: The position requires patience, promptness, and accuracy in maintaining the church
roster, statistics, and financial contributions.

The Assistant Church Clerk shall perform such duties as are assigned by the Church Clerk
that 1s within the scope of the office of the Church Clerk.

The Church Clerk and Assistant Church Clerk are one-year positions, the incumbent must
be re-elected or elected annually.

Church Parliamentarian

The Parliamentarian shall invoke and interpret Robert's Rules of Order for the orderly
conduct of annual, semi-annual, and special Church and Board of Church Administration
meetings.

Individuals seeking to serve in the role of Church Parliamentarian should:

* Be familiar with the Organizational Constitution and Bylaws (the Nomination Committee
will provide a copy of Zion's Constitution and Bylaws)
* Be comfortable conducting meetings and ordering business.

The Parliamentarian shall serve a one-year term and thereafter be elected or reelected
annually.

ZION MAIN CAMPUS |4850 BLAGDEN AVE. NW | WASHINGTON, DC 20011
ZION NORTH CAMPUS [11005 DAYTON STREET | WHEATON, MD 20902 202-722-4940
| www.ziondc.org



Church Treasurer

The Church Treasurer shall have responsibility for coordinating the banking and keeping an
account of all monies received by the Church and all disbursements authorized by the Board of
Trustees. Individuals seeking to serve as Church Treasurer shall:

* The Treasurer shall make an itemized report monthly at each Board of Church
Administration meeting and semi-annual and annual meetings of the Church as well as
upon request at any special church meeting.

* The accounts and records shall be certified by an audit conducted by the Internal Church
Auditing Committee.

* The Treasurer shall have custody of all papers, documents, and account records/books
related to the Church property and shall give a bond for faithful performance.

* The Treasurer shall act in consultation with the Board of Trustees.

An Assistant Treasurer shall be elected annually by the Church after consultation with the
Treasurer. The Assistant Church Treasurer shall perform such duties as are assigned by the
Church Treasurer that is within the scope of the office of the Church Treasurer.

The Treasurer and Assistant Treasurer serve a one-year term and are re-elected or elected
annually.

Lay Members

The Board of Church Administration contains positions for 10 non-church-wide office holding
Lay Members. The function of the Lay Member is to:

* Identify, represent, and address the needs and concerns of the church family as a
whole (children, youth, singles, married, seniors, etc.).

Lay members are elected for a two-year term, not to exceed two consecutive terms.
Church Historian

The Church Historian shall keep a journal of all occurrences of historical interests to the
Church and shall perform such other duties as may be assigned by the Pastor or the Board of
Church Administration as they relate to the functions of the office of the Church Historian. In
addition, the Church Historian is the Chairperson of the Zion Baptist Church Historical
Preservation Commission.

The Church Historian is elected for a two-year term and thereafter may be re-elected on an
annual basis.
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