Duties and Responsibilities of Officers and Spiritual Leaders
__________________________________________________________

Section IV	Church Officers

A.  Election and Term of Office


The congregation, at its annual meeting, shall elect for terms of one (1)
year only, the following officers:


A. Moderator, who shall also serve as the Moderator for the Church
Council.
B. Vice-Moderator, who shall also serve as Vice-Moderator of the
Church Council.
C. Secretary, who shall also serve as Secretary of the Church Council. 
D. Assistant Secretary, who shall also serve as Assistant Secretary of the Church Council.
E. Treasurer, who also serve as Treasurer of the Church Council.
F. Assistant Treasurer, who shall also serve as Assistant Treasurer of   the Church Council.


The above-designated officers shall be elected by the congregation, on recommendation of the Nominating Committee and shall serve for a one (1) year term. These officers may be re-elected not more than three (3) years consecutively. At the end of each year every office is considered vacant. Unexpired terms will be filled based on Nominating Committee recommendation.

B. Qualifications

Any officer of the church is first of all an officer for service to Christ through the church. Any other concept does injustice to the New Testament record. Acts 6 and I Timothy 3. It is not a position or office to give a person in order to honor him, but persons holding office:



1. Shall in speech, conduct, love, faith and purity, show self as         an example of those who believe. I Timothy 4:12
2. Shall be enrolled and attend MBCC Bible Study, be regular in
attendance of worship services of MBCC, participate in the functions and ministry of MBCC, and faithful to all areas of church life.
II Timothy 2:15, 3:16; Hebrews 10:24-25
3. Shall not be a gossiper. Shall not be double-tongued, saying one
 thing to one person and another thing to another person. I Timothy
3:8
4. Shall tithe to MBCC.  Malachi 3:10
5. Shall have compassion for the lost, and seeking in his/her living
     and speech to win them to the Lord Jesus Christ. Matthew 28:18-20
6. Shall be single or the husband/wife of one living wife/husband.           I Timothy 3:11,12
7. Must believe the Bible to be the inspired Word of God, the source of
authority for precept and practice. II Timothy 3:16
8. Shall rule their children and their own house well and set an
     example by maintaining daily devotions. I Timothy 3:12
9. Shall do all in their power to create and preserve harmony in the church.
10. Shall be able to keep, and have the reputation for keeping, in   confidence, those things, which should not be discussed with others.
11. Shall recognize the God-given spiritual leadership that is incumbent upon the office of a Pastor and seek to serve under that leadership.
12.  Shall be a member of MBCC for at least one (1) year prior to the time of nomination.
13. Shall complete MBCC leadership training.

C.  Responsibilities

1. The Moderator shall preside at all stated and special meetings of the Congregation and Church Council, and perform such other duties normally associated with the office of Moderator.  The Moderator must ensure compliance with the Constitution and Bylaws and when possible, represent the congregation at local, regional and national Disciples of Christ events.  The Moderator shall collaborate with the Senior Pastor in the area of church ministry leadership.  The Moderator shall be familiar with parliamentary procedures.



2. The Vice-Moderator shall serve to support the Moderator, preside in his or her absence at meetings of the Congregation and Church Council and perform such duties normally associated with the office of Vice-Moderator.
3. The Secretary shall keep accurate minutes of all meetings of the
Congregation and Church Council, and provide for these minutes to be reviewed and approved by the Congregation and Church Council, respectively.
4. The Assistant Secretary shall serve in the absence of the Secretary.
5. The Treasurer shall represent the interests of the congregation. The 
	 Treasurer will work with staff members, Administration and Finance
Committee and Audit Committee to help ensure that the church's     cash receipts and disbursements are properly recorded and accounting and internal controls are adequate. It shall be the Treasurer's responsibility to oversee the preparation and approval of the budget and the expenditure of funds in accordance with the budget or as authorized by the Church Council. In addition, the Treasurer shall ensure regular financial reports to the Church Council and Congregation, as well as be a member and participate on the Administration and Finance Committee and Audit Committee. The Treasurer will ensure members are provided with accurate contribution statements at least annually.
6. The Assistant Treasurer will assist the Treasurer in carrying out the duties and responsibilities of the office of Treasurer and will see that those responsibilities are fulfilled in the absence of the Treasurer. The Assistant Treasurer shall be a member and participate on the Administration and Finance Committee and Audit Committee.
7. Members-at-Large represent the congregation, convey interests of   the congregation to the Church Council and serve on various committees.

Section VII	Elders, Diaconate, and Trustees


A.  Election and Term of Office

The congregation, at its annual meeting shall elect for terms of one (1) year only the following: Elders, Diaconate, and Trustees. To continue to serve, every officer must recommit at the end of each year.


B.  Qualifications

The qualifications for Elders, Diaconate, and Trustees shall be the same 

as described for the officers of the congregation in Section IV B. In addition, the qualifications for Elders shall include active members, not limited to Diaconate, who have at least two (2) years of committed and dedicated service.

C. Selection of Elders

The Congregation will submit nominations for Elders to the Board of
Elders.  The Senior Pastor and Board of Elders will initiate the discernment process for the prospective candidates for the office of Elder. After a unanimous decision by the Board of Elders, the candidate(s) for “Elder-in-Training” will be presented to the Congregation and voted on by the Congregation at the Annual Congregational meeting.

D.  Responsibilities of Elders (I Peter 5:1-11)

The Board of Elders is responsible, under God’s authority, to serve the people of God by leading, overseeing, shepherding, and caring for the members of MBCC. Collectively, the Board of Elders shall:

1. Protect the church from false teachers.
2. Heal division.
3. Exhort the saints in sound doctrine and pure Christian living.
4. Lead in worship and serve the Lord's table as assigned.
5. Visit the sick and elderly and take communion to them.
6. Teach the word.
7. Judge doctrinal issues.
8. Have representation on the Church Council.
9. Support and be available to counsel with the Senior Pastor.
10. Consider special problems of morality or emergency which would not     be brought before the church or Church Council.
 11.  Seek resolution to conflict within the church.
 12.  Oversee the process of Church discipline.
 13.  Make recommendations to the congregation on matters involving the     spiritual health and vitality of MBCC.
 14.  Attend Elders meetings regularly.
15. Design individual restoration programs based on the situation,    monitor said programs, and maintain a Restoration manual.



E.  Duties and Responsibilities of Diaconate (Mark 10:43-45; Luke
22:26-27)

The Diaconate shall provide leadership to the congregation as an example in the areas of faith, prayer, spiritual growth in the home and boldness in proclaiming the Gospel. The Diaconate shall:

1. Help maintain reverence during worship.
2. Assist in receiving the offering at the hour of worship.
3. Study and recommend improvements to the worship services.
4. Act as a “Service Group” for special occasions.
5. Study materials on churchmanship in relation to the Diaconate.
6. Help with every member canvass when requested by the
Administration and Finance Committee.
7. Hold occasional business and fellowship events to become better acquainted with the new Diaconate members and instruct them in
their duties and improve overall work.
8. Attend funerals and repasts.
9. Attend Bible study and Diaconate meetings regularly.
10. Have representation on the Church Council.
11. Prepare the Communion emblems/elements.
12. Keep the Communion set clean and polished.
13. Ensure the supply of bread and grape juice is constantly filled.
14. Serve the Lord’s Supper as assigned.
15. Assist Pastor with baptismal services.
16. Ensure the baptismal robes and towels are kept laundered and ready
   to use.
17. Provide spiritual assistance for each occasion of baptism.
18. Visit the sick, the elderly, prisoners and others requiring contact with
  the church.






[bookmark: _GoBack]G.  Duties and Responsibilities of Trustees

The Trustees shall hold legal title to all real estate property in a fiduciary capacity for the benefit of the congregation. A fiduciary is defined as: A person who stands in a position of trust, who is not to make any profit at the expense of the party whose interest he/she is bound. The fiduciary stands in a position of confidence and service, with a duty of good faith, and is one who is bound by a standard of protecting the best interest of the person or entity served. Trustees shall:

1. Ensure all property insurance of the congregation is maintained (including personal liability insurance, officers’ liability, and other risk management concerns).
2.	Serve in advisory capacity in collaboration with church administration for the maintenance of buildings and grounds.
3. Have representation on the Church Council and the Administration    and Finance Committee.
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