
 
 Hamilton Mill United Methodist Church  
 
JOB Title: Executive Director  
Supervisor: Senior Pastor  
Direct Report(s): Five  
Annual Leave: Initially 2 weeks/year (prorated for the first calendar year)  
 
Salary: As recommended by the Senior Pastor and approved by SPRC  
 
General Description: Having recently celebrated its 25th year, Hamilton Mill UMC (HMUMC) is a large church with 3,500 
members who are fulfilling Christ’s mission in suburban Atlanta.  HMUMC is re-aligning its staff leadership team and is creating 
the position of Executive Director so that the Senior Pastor may be more outwardly focused.  The Executive Director will 
function as Chief Operating Officer for HMUMC, positioned at the nexus of clergy, lay staff, and church lay leadership to 
coordinate an effective, efficient, and compassionate operation.  The Executive Director and three clergy will report directly to 
the Sr. Pastor.  Approximately half of HMUMC’s staff will report into the Executive Director’s overall team.   
 
Abilities:  

1. Commitment and devotion to the Christian mission of the United Methodist Church.  
2. Natural ability to form working relationships with staff, leadership, and peers in a professional office setting.  Able to 

maintain a healthy workplace culture by applying a problem-solving mindset and by exercising compassionate conflict 
de-escalation/resolution techniques. 

3. Passion to develop and empower team members, both those reporting into this position and those working 
alongside. 

4. Balance of effective strategic thinking with tactical management through the ability to simultaneously see the big 
picture while discerning and tracking the relevant details.  

5. Effective communications, including interpersonal interactions, presentations, and leading large group discussions.  
6. Executive presence, the ability to build working relationships with staff leadership, church lay leadership, and key 

service providers / vendors. 
 
Experience:  

1. Experience working with office staff in churches or in offices supporting churches (e.g., District or Conference offices) 
2. Experience working in office settings in either private sector and/or public sector organizations. 
3. Domain expertise (or demonstrated ability to learn) in: business operations, labor law, property / facility operation, 

and technology management. 
4. Experience collaborating effectively with other church staff leaders, lay leadership, and volunteers  
5. Bachelor’s Degree or equivalent work experience in relevant field preferred  

 
Duties and Responsibilities:  

1. Manage the day-to-day operations of HMUMC while also overseeing all HMUMC’s support service teams, which 
include:  

a. Communications,  
b. Congregational Connection, 
c. Finance and Administration,   
d. Property management, and 
e. Technology.  

2. Provide day-to-day oversight of direct reports.  Conduct periodic (e.g., annual) assessment / evaluation of direct 
reports. 

3. Oversee professional development of direct reports and their teams.   



4. Partner with other senior staff and lay leadership in supporting clergy who are setting vision and mission for HMUMC.   
5. Develop and execute strategic operational plans for church in support of HMUMC’s worship, connections, ministry, 

and missions work while also ensuring transparent reporting is in place to track progress.   
6. Leads HMUMC’s process to set annual goals and ensure reporting is in place to track progress. 
7. Engage with lay leadership and attend meetings of key committees (e.g., Administrative Council, Finance, Trustees, 

etc.) as needed.   
8. Craft periodic internal communications with a strategic ministry, mission, and financial updates, increasing 

transparency from leaders and staff and building support for the church’s vision. 
9. Create periodic reports of ministry for the congregation and Conference. 
10. Develop and operate church-wide reporting: operational, financial, attendance, etc.  
11. Develop and manage annual operating budget. 
12. In close coordination with key stakeholders (e.g., Sr. Pastor, Staff-Parrish Relations Chair, etc.) maintain HMUMC’s 

policies and procedures, ensuring alignment with its strategy, The Discipline, applicable labor law, etc.   
13. Review all contracts executed by HMUMC with vendors prior to engagement.  Maintain HMUMC contracts collection. 
14. Provide support and help to other staff as needed.  
15. Attend worship at HMUMC and serve as part of the team ensuring a superior experience for all worshipers (both in-

person and online). 
16. Model personal behavior and a lifestyle consistent with Christian faith and principles. 

 
Work Environment 

1. Monday – Thursday:  9:00 AM – 4:00 PM  
2. Sunday: 8:15 AM – 12:15 PM as part of Sunday morning worshiper experience crew 
3. Evenings: As needed to support meeting / event schedule 
4. Typically in the office at least 80% of time, with flexible remote work as negotiated with key stakeholders  
5. Some local travel should be expected (e.g., meet with UMC peers/practitioners) 
6. Some outdoors work required, typically in support of on-campus events 
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