Auxiliary President 
Midwestern District Council 
320 Brookes Drive Suite 122                                                                                                                 Auxiliary President
Hazelwood, MO 63042 (314) 922-1197

Job Title: 		Auxiliary President

Accountable To: 	Auxiliary Director

Compensation:    	Salaried/Exempt; Hourly; Volunteer

Job Titles Supervised:	Vice President and officers; staff and lay volunteers as per the ministry responsible

PURPOSE

The Auxiliary President of Midwestern District Council Church is to work in harmony with the Auxiliary Director and MDC Executive Board, have a firm grasp on the purpose, values and strategy of Midwestern District Council Church and align key leadership teams with its mission. The Auxiliary President will work alongside clergy and lay ministers to carry out this mission as a member of a team in ministry.  This Auxiliary/Ministry exists to provide a safe and healthy environment for all members to comfortably express their faith and their love of Jesus Christ in a Christian community as well as advocating for members.

POSITION DESCRIPTION

The role of the Auxiliary President is to assist the Auxiliary Director and MDC Executive Board and staff in overseeing the auxiliary events during the week of the council and to help prepare and plan for council services for their auxiliary. The Auxiliary President will work alongside clergy and lay ministers to carry out this mission as a member of a team in ministry. 

COMPENSATION AND EVALUATION

The compensation package will be established by the Auxiliary Director and MDC Executive Board and approved and reviewed each year by the MDC Board of Directors. The Auxiliary President will file monthly reports to the Auxiliary Director and MDC Executive Board on ministry accomplishments and activities. With the Auxiliary Director and MDC Executive Board’s and/or Program Chairman’s participation, they will conduct an annual performance evaluation. 

SUPPORT

The Auxiliary President will support the ministry of Midwestern District Council by attention to the spiritual direction of the organization. The Auxiliary President will also support the ministry by attention to living the highest level of moral integrity and by faithful required attendance of council services.

EXPECTATIONS

We expect spiritual and professional growth in focused areas, while being a part of the Midwestern District Council. The use of skills from previous experience will prove to be an invaluable asset to this ministry. The Auxiliary President is a key team player in helping guide this ministry to fulfill its purpose statement. Time will be given for spiritual growth opportunities in workshops and/or leadership conferences.  Expectations include:
· Oversee the planning, coordination, and implementation of auxiliary program and activities
· Assist in worship services and preach at the request of the Auxiliary Director
· Teach classes and seminars at the request of the MDC
· Establish goals and objectives by prioritizing related programs, managing the use of facilities, planning an appropriate budget, delegating tasks and evaluating progress regularly
· Give a state of the Auxiliary report at Annual and Semi-Annual Councils


ESSENTIAL FUNCTIONS

Auxiliary activities: In accountability to the Auxiliary Director and MDC Executive Board, the Auxiliary President will oversee, supervise and develop educational opportunities for church members to help them grow in their faith. Responsibilities include: 

a. Developing goals and objectives for the auxiliary program at all levels in line with the MDC Vision and strategic plan. 


b. Identifying and planning for both ongoing educational programs and short-term or one-time educational events. 

c. Recruit, train and work with the lay volunteers in coaching and strengthening their abilities. 


Staff supervision and development 

a. Identifying lay staff and lay volunteer resources and needs in the auxiliary program. 
b. Oversee, plan and implement staff recruitment, training and development. 


c. Research, order and distribute curriculum materials and other educational resources. 

d. Serve as manager by conducting performance evaluations, providing ongoing informal performance feedback to the lay volunteers in your auxiliary and reporting the information to the Auxiliary Director and MDC Executive Board regarding ministry activity and performance. 


AUXILIARY MISSION

The mission of this Auxiliary is to lead the members of MDC into a closer relationship with Christ by defining the goals and objectives, and offering opportunities to explore their faith through worship, expanded Christian relationships and through life-transforming experiences.  The Auxiliary President and Auxiliary Leaders shall offer a variety of Christian centered worship, experiences and activities for their members.  The ministry shall serve as advocates for the members by mentoring them into a life-long relationship with God and the church.  The ministry shall design programs that bring the community of believers together from area churches to express their faith in a nurturing and supportive environment with each other and those that they minister to.

AUXILIARY MEMBERSHIP

1. The members of this auxiliary must be committed to the spiritual growth.
2. The members of this auxiliary must contribute regularly to the support of the council and attend either auxiliary services/meetings and/or council services on a regular basis.
3. The Officers of this auxiliary shall consist of the President, Vice-President, Secretary, Assistant Secretary, Treasurer, and Assistant Treasurer.
4. The Officers, except the Director shall be chosen every four years.  Officers shall be able to succeed themselves.

AUXILIARY MEMBER RESPONSIBILITIES

The Auxiliary members shall:
1. Attend, participate in, and help organize all required meetings, programs, and events.
a. Open and close all meetings with prayer
b. Contribute to positive and open discussion at all meetings and programs
c. Help implement all initiatives and programs
2. Help create a culture of responsibility and faithful service.
3. Abide by and reinforce the covenant of the Midwestern District Council.
4. Spread the mission of the auxiliary by sharing all necessary information with the MDC.
5. Promote auxiliary events and activities within the Council, Local Church and Community (as deemed necessary).
6. Define the auxiliary budget at the beginning of each calendar year (within the guidelines established by the Board of Directors and approval by the MDC Executive Board).

AUXILIARY OFFICER DUTIES

The Auxiliary President: duties shall include the following:
a. Act in the absence of the director, and when so acting, the President shall have the responsibilities and the restrictions of the Director	
b. Perform duties as from time to time that may be assigned by the Director or by the auxiliary
c. Ensure that all members of the auxiliary Ministry receive copies of governing documents and other pertinent information about the ministry or church
d. Assist the Director with creating and implementing the agenda for regular scheduled auxiliary meetings
e. Meet with the General Secretary at the beginning and throughout the year to address additions, changes, or corrections to the council calendar that may arise regarding the auxiliary activities, events, and special programs.
The Vice President: in addition to the Ministry responsibilities listed above, the Vice President’s duties shall include the following:
General Duties
a. Be in good standing and communion with Midwestern District Council 
a. Be actively involved in the council, its services, and its functions and activities 
b. Submit a written report following to: 
a. The Auxiliary Director for your auxiliary 
b. General Secretary 
c. Pray for the auxiliary and its members; and events and services
d. Provide positive leadership and stimulate spiritual growth 
e. Be F.A.T.: Flexible, Available, and Teachable for Christ and His ministry 
f. Pay attention at all meetings and add positive and constructive input 
a. Never put other people and their ideas down, even if you do not agree with them 
g. Listen to everybody (MDC members, lay advisors, etc.) A lot of people have great ideas, so always listen to them! 
a. Encourage respectful expression of individual ideas 
h. Stay in close contact with 
a. Director, Staff, General Secretary, and other executive board members 
b. Include them in your e-mail distribution lists 
i. Assist other officers with anything they may need 
j. Make yourself easily available for questions to the auxiliary members 
k. Put contact information on everything! (e-mails, letters, etc.) 
l. Attend all meetings, council services, and activities at MDC events 
a. Attend Auxiliary Leadership Training 
b. Help to keep the pace of the meetings up tempo 
m. Adhere to all deadlines 
n. Provide opportunities for the group and individual involvement 
o. Be organized 
p. Enforce all rules and regulations 
Specific Duties
q. Help and assists the Director and President with whatever they need help in 
r. Head up nominating committee 
s. Oversee all auxiliary committees and provide support and guidance to each committee chairperson for special events
a. Keep in close contact with the committee chairs – make sure they are successfully doing their jobs 
t. Help with email newsletters, phone calls, and updating website 
u. Preside over meetings in the absence of the President 
v. Act in absence of the President and will perform such duties as delegated by the President, such as executing decisions made by the auxiliary, maintaining and promoting the goals of auxiliary 
w. Reside as an ex officio member of all committees, corresponding between committee meetings and general meetings 
x. Be at the President’s disposal to do whatever they may need (make phone calls, send letters, send e-mails, etc . . .).
Secretary: In addition to the auxiliary responsibilities listed above, the duties of the Secretary shall include the following:
a) Schedule and notify members of the auxiliary of all called ministry meetings
b) Record and monitor attendance of ministry members
c) Faithfully and accurately prepare minutes of all auxiliary meetings
d) Provide a copy of the minutes to the General Secretary and/or Administrative Staff
e) Provide clerical support; and perform all clerical duties related to or assigned by the auxiliary or General Secretary
f) Maintain records that include pertinent information that will be helpful to succeeding members of the auxiliary
Treasurer: In addition to the auxiliary responsibilities listed above, the duties of the Secretary shall include the following:
a) Assist the Auxiliary President with the establishment of the budget for auxiliary activities
b) Monitor the expenditures of the auxiliary
c) Assist with preparation of the Expenditure Authorization and Reimbursement forms for the auxiliary
d) If Dues are required, keep accurate records of all collections and disbursements

AUXILIARY OFFICERS

Auxiliary President: 
Auxiliary Vice-President: 
Secretary:  
Treasurer:
Performance Review
	Auxiliary President Duties
	Goal
	Points for completion

	1. Program Template
	Submitted By Deadline 2/1; 5/1; 9/1
	10

	2. Attendance Sign-In Sheet
	Submitted at each council 4/1; 7/1;11/1
	10

	3. Surveys
	Submitted at each council 4/1; 7/1; 11/1
	10

	4. Pre-Registration Forms & Money
	Submitted at each council 4/1; 7/1; 11/1
	10

	5. Auxiliary Reports & Minutes 
	Submitted each month
	10

	6. Financial Reports
	Submitted each month
	10

	7. Outreach/Program to increase attendance each council
	100 documents invitations, phone calls, emails, texts, etc.
	10

	8. Outreach/Program to increase finances
	Documented fundraising activities
	10

	9. Demonstrates a personal sense of responsibility for helping the MDC achieve success.
	
	10

	10. Effectively executes and implements the administrative and fiscal policies, procedures, directives, and programs adopted by the administration/MDC Executive Board with a positive attitude.
	
	10

	Total Score
	
	100 #



#Our goal is to elect an Auxiliary President that will help the MDC reach an Auxiliary Score of 95% to 100% as shown above. This person must have the skills to manage, direct, coach and assist MDC Auxiliary staff who are responsible for completing the monthly tasks.

I have read and understood the requirements for this position and I can perform the essential responsibilities for this position.  I understand this will override anything I have been given or told in the past. I further understand that I am expected to follow my job as outlined above, and that if I have any questions concerning what is expected of me, I will speak with my immediate supervisor identified above.



Signature                                                                                                             Date
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