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MINISTRY TEAM LEADER
HANDBOOK

Introduction to Ministry Team Leaders

Why Do We Have Ministry Team Leaders?
Ministry Team Leaders (MTLs) are key, volunteer leaders who provide leadership,
oversight, and vision to a ministry team. This person is the main point of contact for
all volunteers who serve within a specific team. A MTL creates a welcoming and
inviting volunteer environment, trains new volunteers, and makes sure the team
functions smoothly.

What Are We Looking For in a MTL?
We ask that all Ministry Team Leaders hold Christ-honoring character and kindness,
as they serve as unity builders, shock absorbers, and strong leaders within the
church family. MTLs must be active partners at Anchor Church and involved in a
community group. If you have not yet attended an Open House or become a partner,
please review the partnership form.

Personal Qualities:
● Teachable Heart (Proverbs 15:32; Philippians 2)

○ How am I showing that I am teachable?
○ Is there someone in my life that is discipling or mentoring me?

● Unity Builder, Delegator, & Problem Solver (Acts 6:1-7)
○ Do I step in to help solve issues or do I wait for someone else to do so?
○ Do I have the sense and ability to see when there is discord and take

action to reconcile the situation?
○ Am I an active peacemaker and strive for unity within a team?

● Ability To Extend Grace & Love Others (2 Corinthians 8:7-8)
○ Am I quick to listen, slow to speak, and extend grace to others?
○ How am I currently loving others?
○ Am I genuine or just trying to check off a to-do list?

● Effective & Clear Communication (Psalm 37:30)
○ Are the words I use life-giving or cold and demanding?
○ Do I assume people understand or do I make sure through

communication there are no misunderstandings?

http://anchorchurchonline.org/communitygroups
http://tiny.cc/anchorpartnership
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● Strong Collaborator (Ecclesiastes 4:9-10)
○ Do I rely on team members for insight and problem solving or do I

make all decisions alone?
○ Do I hold value in others’ input? Is that taking place in my life?

What Are The Expectations of a MTL?
In order to provide a welcoming & distraction-free environment for guests and
partners to worship freely, we ask that MTLs are able to devote time and energy to
leading and training a group of volunteers to ensure their serving team runs
smoothly.

Commitment:
● One year commitment with the option for a one year renewal.
● Being available to team members if a need arises.
● Actively checking-in with volunteers; on-boarding new volunteers; providing a

smooth transition for volunteers who are stepping down.

Rhythms:
● Attend bi-monthly leadership gatherings.

○ Some of these gatherings will be for the purpose of scheduling our
volunteers; others will be for the purpose of checking in on our teams
and discussing various leadership topics.

● Quarterly team meetings to encourage one another, build camaraderie, and
cast vision for the team. Review the team handbook during these meetings.

What Are The Responsibilities of a MTL?
● Team Administrator:

○ You will be responsible for scheduling team members to serve on
Planning Center Online, making sure you are up-to-date on all
procedures for your team, communicating with potential new
volunteers, and working with the Administrative Director, Melanie
Rivera, for any Planning Center Online needs you may have.

● Point of Contact (POC):
○ You will serve as both the emergency and assimilation POC for your

team. As outlined in your team handbook, a volunteer is responsible for
finding a replacement if they are unable to serve; however, it is your
responsibility to ensure this exchange takes place and the position does
indeed get covered. Similarly, when someone new has an interest in
serving on your team, it will be your responsibility to provide the
necessary on-boarding materials and insight.
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● Quality Assurance & Equipping Your Team:
○ We desire a distraction-free & welcoming environment for guests and

partners to worship freely - your leadership and team guidance works
to promote this goal. You are responsible for ensuring your team
volunteers are trained and confident in their processes and Sunday
needs are met. Utilize your team handbook for basic tips and reminders
for your team members.

● Team Unity & Community:
○ Joining a serving team is one way new partners can take the next step

to getting plugged into the community here at Anchor Church. We see
your role as a MTL to be a connector, community-promoter, and
unity-builder for all team members. This can look like monthly
check-ins/ team meetings with the entire team, encouraging members
to build relationships with one another, and overall encouragement to
your team. You set the tone and example for team members.

● Multiplication:
○ An important aspect of leading is building up others to become leaders.

As you spend time training and leading the team, take note of
volunteers who show potential in taking on more responsibility and
becoming a team leader themselves. If a volunteer displays leadership
qualities, encourage them to take on more responsibility and ask if they
are interested in becoming a leader on the team or an MTL. If you have
a volunteer who is interested in becoming a MTL, please contact the
Administrative Director, Melanie Rivera.

How Will The Pastoral Team & Staff Support MTLs?
● Pastoral Support:

○ The Pastor and/or Elders are responsible to provide counsel, leadership
training, and equipping MTLs to best serve through the various
monthly/quarterly MTL gatherings.

● Administrative Director:
○ The Administrative Director, Melanie Rivera, acts as the lead assimilator.

She is responsible for connecting MTLs with prospective new
volunteers, providing the volunteers with basic information and the
team handbook to review, as well as any administrative needs or
questions MTLs may have.



4

On-Boarding a New Team Member:
Once a new volunteer has signed up to join a ministry team, received the team
handbook, and the Administrative Director has connected the volunteer to the MTL,
it is now the responsibility of the MTL to properly on-board the new volunteer. Ideally,
when someone has signed up to serve, we want them to be scheduled to
train/observe within the first 2 weeks of mentioning their interest. This builds on the
momentum and interest they have to serve, and this also communicates that we
need their help. If we wait too long or wait for the next scheduling cycle, we
undermine the momentum and we potentially communicate that we have plenty of
help.

Welcome To The Team:
The MTL will be connected to the volunteer via email by the Administrative Director.
Once the handoff has taken place, the MTL should send a welcome email to the new
volunteer and make plans to meet the new volunteer on the following Sunday (if
they have not yet met face-to-face), as well as ask if they have any questions about
the team.

Planning Center & Training:
Within a welcome or follow-up email, the MTL should ask the volunteer if they have
any scheduling preferences and to go ahead and block out any dates they are
unable to serve. Once this has taken place, the MTL should schedule the new
volunteer for a few Sundays in a training position. They should communicate to the
volunteer the amount of Sundays they will be trained, the dates, and what the
training entails, such as an arrival time, who they are training with, and if there will
be any expectations for those training dates.

Ready To Serve:
The MTL should communicate with the new volunteer during and after the set
training dates to gauge their comfortability with serving on their own and if they
have any concerns or questions. Once the new volunteer is ready to serve on their
own, the MTL should schedule the volunteer on PCO and communicate with the
volunteer they are scheduled to begin serving on their own.

Team Health & Oversight:
It is imperative to actively check-in on your team volunteers. We ask that a minimum
cycle of time be: 3 months, 6 months, one year, repeat.

We desire to see each team serve together and grow together as a mini community.
This means there should be active friendships growing between volunteers, trust
being built, and fun being had when serving. We do not require MTLs to host
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monthly meetings, but we do encourage active participation and frequent
communication between MTLs and volunteers. The overall health of the team is
dependent upon the care and oversight of the MTL. It is important to frequently and
casually check-in with team members to see how they are doing, if the serving role is
too difficult, or if there are any changes that should be made. We hope that MTLs will
organize quarterly meetings with their teams to encourage one another, build
camaraderie, and cast vision for the team.

Volunteer Check-In Questions:
The following are a few simple questions that assess the engagement and happiness
of each volunteer. The team leader will be able to learn who is bought in and sold out
and who’s happy and who’s not doing well. By checking in with volunteers, a team
leader may also begin to see who could be ready to take on more responsibility.

Here’s a list of 11 optional questions to ask during your volunteer check-in.

1. What do you enjoy most about serving in your ministry role?
2. What one change would you suggest to make your ministry experience

even better?
3. What do we do really well in this ministry area?
4. How do you feel before and after you serve each week?
5. How much fun do you have when you serve?
6. When you serve, do you feel like you are directly contributing to the

mission of Jesus?
7. Do you feel ready and equipped for your role each week?
8. Do you feel personally connected to those you serve with?
9. Do you feel like you are heard and valued by your ministry team

leaders?
10. Do you feel like you’re “in the loop” about what’s going on in this

ministry area?
11. Have you encouraged or recruited anyone to serve with you in the last

year?

The core of these questions get to the heart of the volunteer. The team leader should
want to know about their motivations and what makes them love their volunteer
role. You want to be able to see gaps in meaning and purposefulness that they feel. If
they answer with a simple yes or no, ask them to elaborate to hear more of their
heart behind their answer.
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This check-in can happen anywhere. The team leader can have a quick 10 minute
conversation one Sunday morning, or questions can be sent as an email or an online
form. The format and environment depends on the team leader’s leadership style
and relationship to the team.

When A Team Member Steps Down:
If a MTL is actively checking in with volunteers, they may receive ample time from a
volunteer letting them know they want to begin transitioning off of the team. By
checking in with volunteers, the team leader can help process if it would be a good
time for them to take a step back and rest for a season, as well as let the
Administrative Director know the volunteer will be stepping down from the serving
role.

If a volunteer desires to take a break from serving, the MTL should schedule an
informal meeting or simply touch base with the volunteer. This conversation should
remove any pressure the volunteer may feel about stepping down. We want to serve
together for the long haul, so we’re working hard to create a healthy culture of
serving and scheduling volunteers. Therefore, if a volunteer needs a break, let’s thank
them for the time they’ve given and encourage them to rest during this next season.
And when they’re ready, welcome them back to the team.

Ministry Team Leader FAQs:

Can I serve on other teams if I am a MTL?
Yes, but we do not suggest doing so in case a team member has an emergency on a
Sunday and you needed to fill in.

What happens if a volunteer doesn’t show up to serve?
We ask that MTLs check to make sure all volunteers have accepted the PCO request
to serve by the end of the week. If a volunteer has not responded, it is the
responsibility of the MTL to check-in with the volunteer. If the volunteer is a no-show,
one of our staff may reach out to you for help in coordinating a substitute.
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Can I still be a MTL if I am unable to arrive early to assist every Sunday or
am out of town?
Yes, it is not required that a MTL arrive early to assist on Sundays. If your team is
scheduled and trained adequately, there should be no need for a MTL to have direct
oversight every Sunday.

What if I find I don’t have the margin to be a MTL once I’ve taken on the role?
We ask that you speak with the Administrative Director, Melanie Rivera, if the role
has become too much. There is no pressure to fulfill the one-year commitment if
things become overwhelming or other needs arise.

Don’t see your question here?
Contact the Administrative Director, Melanie Rivera.
Melanie@anchorchurchonline.org


