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It is always difficult to lose a staff member of The Navigators, and it takes a team effort to 
handle the deceased person’s Navigator affairs. The responsibilities of caring for the survivor 
and off-boarding the deceased employee are shared between HR and the Mission office. This 
manual provides a checklist and templates for accomplishing the Mission office 
responsibilities. While the communications should be tailored to the specific Mission and the 
unique circumstances of the survivor, each step of the procedures should be considered and 
followed as applicable. 
 
 
A.  HR Responsibilities 

1) Upon hearing that an employee or non-employed staff member has passed, initiate the 
Survivor Care and Deceased Employee Off-boarding Procedures immediately by 
notifying: 

a. U.S. President’s office 
b. Mission office administrator 
c. Communications office via email at communications@navigators.org 
d. Counsel, Advocate, Resource, Exhort Counselor (CARE Counselor) 

2) Initiate Deceased Employee Off-boarding which includes: 
a. Update Workday to end employment on date of death immediately. 
b. Initiate meeting with appropriate support personnel within 3 days of death 

i. Benefits – Calculate final paycheck within the current pay period, draft 
survivor letter and provide benefits information as appropriate. The 
survivor letter will be mailed with the final paystub and the gift of affection 
within two weeks of the death and will address the following: 

1. Personal representative or confirming executor of estate 
2. Gift of Affection and Charity 
3. Final paycheck 
4. Continuation of benefits and retiree benefit options 
5. Options for spouse regarding employment (based on input of 

Mission office) 
6. Guidance on life insurance claims and retirement account access 
7. Action items and who to contact with questions 

ii. NavPress – Confirming if royalties are involved 
iii. Risk Management and Corporate Affairs – Confirming if Workers 

Compensation or unusual circumstances apply. 
 
 
B.  Mission Responsibilities 

1) Notify the following immediately to initiate the Survivor Care and Deceased Employee 
Off-boarding Procedures: 

a. U.S. President’s office will notify Senior Staff Care if the deceased individual is 
retired but remains associated with The Navigators. 

i. HR will notify the CARE Counselor to reach out to the surviving spouse 
b. Communications will prepare the Homegoing announcement for NavWeekly 

 
 

mailto:communications@navigators.org
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2) Contact the regional leader or supervisor – Obtain the following information within 24 
to 48 hours when available: 

a. Gather information needed for the “Homegoing Announcement” (examples on 
pg. 15, 16) and the donor letter (#7 next page). Request a brief summary of the 
deceased person’s life. If there is a photo and obituary, request a copy so when 
donors call The Navigators, you will have funeral information to pass on to them.  
Forward this information to Communications as quickly as possible. 

b. Try to determine if the surviving spouse was active in ministry and would 
potentially continue ministry with The Navigators. Refer to Frequently Asked 
Questions #2 Survivor Care Life Adjustment and Transition Period for more 
information. 

 
 

3) Contact Donorcare to request a list of the deceased person’s donors within the 
first week following the death.   
Verify the Cost Center balance and direct Donorcare appropriately as follows: 

a. Positive account balance with no survivor – request that the deceased person’s 
EFTs and RCCs be stopped immediately. 

b. Positive account balance with survivor – involve the survivor if they are planning 
to continue in ministry. Do not stop EFTs and RCCs until a decision has been 
made about the surviving spouse. 

c. Negative balance – contact the Mission’s financial administrator to determine the 
communications to the donor, the timing of the letter and if a surviving spouse is 
involved how this will be handled. 
 
 

4) Contact Mission director within the first week following the death about the status 
of the Cost Center; 

a. Positive balance  
i. Surviving spouse remaining in ministry – assign the cost center to the 

surviving spouse 
ii. Surviving spouse not remaining in ministry – funds distributed according to 

Mission policy 
b. Negative balance 

i. Surviving spouse remaining in ministry – set up assistance with 
fundraising 

ii. Surviving spouse not remaining in ministry – director work with surviving 
spouse to pay off deficit 

iii. No spouse – director determines how deficit will be handled 
 
 

5) Contact Accounting Process Center (APC) within the first week following the 
death:   

a. Pending ministry expenses 
i. Who will be delegated to finalize pending expenses? (Typically a 

supervisor or regional leader) 
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ii. Confirm deadline for this special circumstance. 
iii. Send follow-up to the delegate with instructions regarding this role. 

Note:  the pCard is automatically shut off when termination is entered in Workday. 
 

6) Draft and mail a donor letter within two weeks following the death – The following 
should be included in the donor letter: 

a. Recognize the deceased person’s service to The Navigators. 
b. Thank the donors for their contribution to The Navigators. 
c. Include how the spouse will continue, or not continue, in ministry. (See #1 below 

for guidance on preparing the cost center for a transfer to the surviving spouse.) 
d. Include a paragraph about the donor’s giving and what will happen to their 

donations. 
e. Can be tailored by the Mission but it is recommended that it be limited to one 

page. 
Note:  Timing of this letter is very dependent on the decisions of a surviving spouse and 
the account balance.  

 
7) Use mail merge for letter and envelopes:  

Examples and templates to be used in developing these communications and 
accomplishing these tasks are included as appendices. Edit and customize for your own 
Mission. 

 
 

C.  Frequently Asked Questions 
 

1) What changes need to occur with the deceased staff cost center? 
 

The decision regarding the deceased staff cost center should be made before you 
communicate to the donors about the surviving spouse’s continued ministry.  
  
Contact Corporate Accounting to determine whether the deceased staff cost center is 
designated on the worker record of another NavID (staff member). 

• Deceased staff’s cost center is designated on another staff person’s Workday record: 
o Set up the NavID and a new cost center for the staff member if needed. 

• If surviving spouse does not continue as an employee: 
o Decide where any other employee connected to deceased staff cost center 

should now be assigned. Mission office is to initiate that change. 
o Positive balances - distribute remaining funds according to Mission policy and 

deactivate employee cost center. 
o Negative balance – follow Mission director’s guidance (see step#4) 

 
 

Mission initiates the change by completeing the Admin Cost Center Request” form found on 
NavCentral to inactivate the cost center. 

 



 
Mission Responsibilities 

Survivor Care and Deceased Off-boarding Procedures Manual 

 

7 

The process of inactivating the cost center can take place after all activity has cleared, 
which usually takes about two month-end closings. 

       
 
2) What is the “Survivor Care Life Adjustment and Transition Period”? 

 
The Navigators recognize that it takes time for the surviving spouse to adjust to life without 
their spouse, and would like to give them space and time to go through this part of their 
journey in a healthy way. Their life adjustment and transition process includes: 

• clarifying their future relationship with The Navigators  

• grieving the loss of their spouse  

• finalizing their ministry role/assignment 

Each surviving spouse and their situation is unique. The Navigators encourage each 
Mission director to appoint a representative/team to shepherd, walk alongside, and connect 
resources to the surviving spouse, so there is community and support as the surviving 
spouse transitions into their new chapter of life and ministry.  The leader and supervisor 
should work to establish the new role in three (3) to twelve (12) months. 
 
While the surviving spouse is going through these transition processes, he/she will follow 
the guidelines set forth in a Memo of Understanding (MOU) prepared by his/her Mission 
director. See Appendix I for a sample MOU. 

 
 
3) How does Donorcare communicate with donors of a deceased staff? 
 

If an account has been inactivated and additional gifts come in, the gift will be placed in a 
“holding account” directed by the Mission office. Donorcare will attempt to contact the donor 
by US Postal mail, by email, and by phone. The donor will be encouraged to give his/her gift 
to another part of The Navigators ministry, preferably in an area where the deceased person 
had served. If after three attempts the donor cannot be reached, the gift will be handled 
according to the Mission office direction. 

 
 
4) What happens to Navigator-owned property? 
 

Assumptions: 

• The equipment or supplies were purchased with Navigator funds 

• The equipment or supplies are transferrable and of value to the organization 

• If the surviving spouse is to become an employee, the Navigator-owned equipment 
stays with the surviving spouse 
 

Procedures: 
If the surviving spouse does not intend to continue in ministry the following should apply:  
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Run a report of all purchases from the staff’s Cost Center over the past year. Follow the 
chart below. 
 

Equipment purchased by IT and utilizing 
Navigator licensed software 

Equipment purchased by the staff 
(no Navigator licensed software) 

1) Determine if the equipment can be 
used by someone else in the 
Mission and make that transfer, or 

3) If a computer is to be retained by 
the surviving spouse for personal 
use, the Navigator software must 
be removed by IT. 

4) Obtain third party sales* estimates 
and submit to the Office of Internal 
Audit for approval. 

5) Request a personal check for the 
approved value and submit to 
Corporate Accounting. 

1) Obtain third party sales* estimates 
and submit to the Office of Internal 
Audit for review. 

2) Request a personal check for the 
approved value and submit to 
Corporate Accounting. 

*Refer to the Employee Purchase Policy on Compliance Bridge for guidance on obtaining 
the third party sales prices.   

 
 
5) Can I set up a “memorial fund” for the surviving spouse and/or children? 
 

The Navigators cannot make a personal gift or a tax deductible donation to a memorial fund.  
A memorial fund would need to be set up separately from The Navigators. 

 
If the surviving spouse is continuing in ministry, you can suggest that gifts be given to 
his/her Navigator account to be used for ministry. Evaluate the salary to see if the supervisor 
could recommend an increase. If this is not possible, you could recommend donations be 
given to another account in the area where the deceased person had served. 

 
 
6) How do I set up a “mail merge” for donor letters? 
 

a.   Request from Staff Services an Excel “donor list” of the deceased person. 
 
b.   Open the donor list and delete all lines above the headings so that the heading 
columns appear on line#1. Note the headings you want to use in your donor letter. 
 
c.   Save the donor list to your desktop.   
 
d.   * In Microsoft Word, create your letter leaving a blank spot after “Dear _________,” 
      * Save donor letter to your desktop 
      * Move the cursor to starting point where you want to insert the donor name 
      * Click on “Mailings” tab 

https://secure.compliancebridge.com/navigators/portal/index.php?fuseaction=print.preview&policyID=649
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      * Click on “Select Recipients” tab 
      * Click on “Use Existing List” 
      * Go to desktop and double-click on donor list to “open” 
      * Click “OK” 
      * Click on “Insert Merge Field”  
      * Click on “COURTESY_TITLE”  
             («COURTESY_TITLE» should appear after the word “Dear”) 
       * Click on “Finish & Merge” tab 
      * Click on “Edit Individual Documents” 
      * Confirm that the “All” button is selected   
      * Click on “OK” (at this point you can proof your document or make adjustments) 
      * Click on red x in upper right corner to exit proof document (don’t need to “save”) 
      * Confirm that letterhead paper is in the printer 
      * Click on “Finish & Merge” tab 
      * Click on “Print Documents” 
      * Make sure the “All” button is selected 
      * Click on “OK” 

 
 
7) How do I set up a “mail merge” for donor envelopes? 
 

a.  Request from Staff Services an Excel “donor list” of the deceased person. 
 
b.  Open the donor list and delete all lines above the headings so that the heading 
columns appear on line #1. Make note of which headings you want to use on your 
envelopes. 
 
c.  Save the donor list to your desktop.   
 
d.  * Open a Microsoft Word document 
     * In “Home” tab, choose your font and font size 
     * In “Page Layout” tab - set your spacing, before and after, to “0 pt.” 
     * In “Mailings” tab, click on “Start Mail Merge” 
     * Click on “Envelopes” (confirm envelope size - usually size 10) 
     * Click “OK” 
     * Move the cursor to starting point to add donor name and address 
           (a blue dotted box will appear to give a general area where to begin) 
     * Click on “Mailings” tab 
     * Click on “Select Recipients” tab 
     * Click on “Use Existing List” 
     * Go to desktop and double-click on donor list to “open” 
     * Click “OK” 
     * Click on “Insert Merge Field”   
     * Click on “GREETING” («GREETING» should appear on first line) 
     * “Enter” and use space bar to move cursor to line two 
     * Click on “Insert Merge Field” 
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     * Click on “LINE1” («LINE1» should appear on the second line) 
     * “Enter” and use space bar to move cursor to line three 
     * Click on “Insert Merge Field” 
     * Click on “CITY” («CITY» should appear on third line)   
      * Insert a comma and space after «CITY» 

      * Click on “Insert Merge Field” 
     * Click on “ST” («ST» should appear after “CITY”)   
      * Insert a space after «ST» 

      * Click on “Insert Merge Field” 
     * Click on “ZIP” («ZIP» should appear after “ST”) 
      * Click on “Finish & Merge” tab 
     * Click on “Edit Individual Documents” 
     * Confirm that the “All” button is selected   
     * Click on “OK” (at this point you can proof your document or make adjustments) 
     * Click on red x in upper right corner to exit proof document (don’t need to “save”) 
     * Confirm the envelopes (return address out) are inserted in printer 
     * Click on “Finish & Merge” tab 
     * Click on “Print Documents” 
     * Make sure the “All” button is selected 
     * Click on “OK” 

 
 
D.  Appendices – Sample Emails and Letters 
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Appendix A 
 

Email to Regional Leader or Supervisor 
 
 
Hello (regional leader/supervisor name), 
 
We’re so sorry to hear about (deceased employee’s name)’s passing on (day of the week, 
month and day, year). I have communicated with HR who will initiate the appropriate 
employment and account changes and/or beneficiary communications.   
 
Would you be able to provide a brief summary of (deceased employee’s name)’s life and death 
to include in a donor letter? Or a photo and obituary if there is one written?  
 
I have also communicated with Donorcare to get a list of names and addresses of (deceased 
employee’s name)’s donors so that we can communicate with them. We will send a donor 
letter within the next week. 
 
If you would like to delegate this task to someone else, please give me that name and I will be 
happy to communicate with (him/her) directly. 
 
Thanks for your help, 
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Appendix B 
 

Email to Donorcare 
 

 
Donorcare, 
 
(Deceased employee’s name), NavID# (NavID number), passed away on (day of the week, 
month and day, year). (Deceased employee’s name) was (marital status/gender), serving 
under (supervisor’s name) with the (Mission name) Mission. 
 
(Supervisor’s name) has asked that we communicate with (deceased employee’s name)’s 
donors and let them know about (his/her) passing. We are working with HR regarding 
(deceased employee’s name)’s ending employment and processing benefits. 
 
Please send me a list of (deceased employee’s name)’s current donors with their 
addresses. We would like to compose a letter and send this to (his/her) donors as soon as 
possible.   
 
Any EFTs and RCCs should be handled as follows: 
 
 Stop immediately. 
 
 Transfer EFTs and RCCs to (surviving spouse’s name)’s cost center. (Surviving 

spouse’s name) will be continuing in ministry and will take responsibility for the current 
EFTs and RCCs. 

  

Thank you for your assistance, 
 

 
 
Personnel Administrator 
____________Mission 
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Appendix C 
 

Email to APC 
 
 

Hello (APC), 
 
One of our Mission staff, (deceased employee’s name), NavID# (NavID number), passed away 
on (day of week, month and day, year). 
 
(Delegate’s name), (job title), is managing (deceased employee’s name)’s Navigator affairs. 
 
Please assign (delegate’s name) as a “delegate” to cost center number (cost center account 
number). 
 
Can you tell me if (deceased employee’s name) has any pending ministry expenses? I will 
communicate with (delegate’s name) so that (he/she) can submit (deceased employee’s 
name)’s ministry expenses on (his/her) behalf.   
 
Also, are there any ongoing ministry expenses that we need to be aware of and stop 
(subscriptions, phone, computer bills etc.)? 
 
I will let (delegate’s name) know that you have inactivated (deceased employee’s name)’s p-
card immediately and (he/she) can destroy it. 
 
Please let me know if there is anything else that I should be aware of, or should pass on to 
(delegate’s name) as an acting delegate. 
 
Thanks for your help,   
 
 
 

 
Personnel Administrator 
____________Mission 

 
 
 
(AN ADDITION) if there is a surviving spouse:    
You may also notice a name change on (deceased employee’s name)’s cost center since 
(his/her) spouse, (surviving spouse’s name) will continue on staff using this cost center. 
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Appendix D 
 

Email to Delegate for Ministry Expenses  
 

Hello (delegate’s name), 
 
Thank you for all of your help with managing (deceased employee’s name)’s Navigator affairs.   
I spoke with APC and have confirmed the following. 
 
You have been set up in WorkDay as a “delegate” to submit (deceased employee’s name)’s 
remaining p-card expenses in Workday on (deceased employee’s name)’s behalf. You should 
find an “action task” about this in Workday. 
 
Please report (deceased employee’s name)’s ministry expenses in Workday and expense 
them to (his/her) cost center number (cost center account number). Your supervisor will need 
to approve them. 
 
(Deceased employee’s name) has 4 pending p-card expenses to report: 
 
 3 OfficeMax (Office Depot), and one other (less than $75).   
 

One expense is over $75. If you happen to find the receipt in (deceased employee’s 
name)’s belongings for Office Depot/Office Max $226.80 purchased in March, it would 
be good to include in (deceased employee’s name)’s expense report. If you can’t find it, 
please make a note on the expense report comment line that you are unable to find the 
receipt. 

 
APC has already de-activated (deceased employee’s name)’s p-card. Once you have 
submitted (deceased employee’s name)’s ministry expense report, you can go ahead and 
destroy the p-card. 
 
If you have any questions at all I am happy to assist, please contact me at xxx-xxx-xxxx.  We 
are very grateful for your assistance as we attempt to assist __________________. 
 
Thanks again, 
 

 
Personnel Administrator 
____________ Mission 
 
 
(AN ADDITION) if there is a surviving spouse:    
Please reach out to the surviving spouse to let (him/her) know that you will handle this 
responsibility. You may want to also contact (him/her) for ministry expense receipts  
needed to submit the pending ministry expenses in Workday.   
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Appendix E 
 

Email to Communications 
for NavWeekly Announcement 

 
Request a “Homegoing Template” from communications@navigators.org or provide the 
following information for the NavWeekly Announcement: 
 
1.  Full name of deceased person, and name the person was known by. 
 
2.  Date of death. 
 
3.  General cause of death (long illness, cancer, sudden illness, accident, natural causes). 
 
4.  Age or date of birth. 
 
5.  Name and date of marriage. 
 
6.  Details of Nav service (when they joined Navs, what Missions/ministries they served with, 
     locations, dates, what they did…while we need details, it’s still pretty broad). 
 
7.  If retired, summarize recent involvements and activities, even if not Nav-related. 
 
8.  Quote from someone who worked closely with the person who died, preferably in a 
     supervisory position. 
 
9.  List family members, living or dead. Limit the list to spouse, children, grandchildren, 
     naming spouse and children (and their spouses) only. If unmarried, we can list other  
     close relatives – parents, siblings. 
 
10. Service information. If it is unavailable, a second email can be sent to provide that 
      information. Include information on visitations, funeral, gravesite, memorial service – 
      whatever the family is having. 
      * Day of week 
      * Date 
      * Time 
      * Location (such as church or funeral home) 
      * Address with zip code 
 
11.  Contact information for sending cards to the family. 
 
12.  Memorial gift information if available: 
      * Name of organization 
      * Specific fund if known 
      * Address 
      * Website if possible 

mailto:communications@navigators.org
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Picture of John Staff 

Appendix F 
 

Sample NavWeekly Announcement 
 

 

 

On Saturday, March 5, 2016, John Staff passed away at age 75. John 
Staff had been in and out of the hospital the past few months. 

John was born in Cleveland to the late Edwin and Mary Staff, was a 
1972 graduate of Kent State University, and was a U.S. Navy veteran. 
He served the Lord in ministry throughout his life, spending many 
years at The Chapel at Fir Hill, served on staff with Students for Christ 
at Akron University and Marshall University, and served the last 20 
years with The Navigators in Asia, Europe, and most recently, Kent 
State University. 

Collegiate Regional Director Ward Ballard says, “Lessons I have 
learned from John are to serve people in simple, practical ways, take 
an interest in people, share the Gospel with people, and then get in the 

Word with them. John really loved people. He would easily tear up telling me stories of people 
going through hard times. John was a generous man.”  

John is survived by his sister, Janice Smith, of Chicago, Illinois; brother, Stewart Staff, of Ann Arbor, 
Michigan; three nieces and one nephew; and a host of friends and spiritual family. 

Calling hours will be held: 
Wednesday, March 9, 5:00–7:00 p.m. 
Grace Baptist Church 
(Address here) 

A funeral service will be held immediately following at 7:00 p.m. 

In lieu of flowers, donations may be made to: 
(Details of where donations can be directed go here.) 

Cards for the family may also be sent to this address. 
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Appendix G 
Changed?  

Sample Donor Letter 
for Deceased Person Who Was Single 

 
                                                                            March 10, 2016 
 
Dear (donor’s name), 
 
It is with great sorrow that we must contact you regarding the passing of John Staff. John went 
to be with the Lord on March 5, 2016 after being in and out of the hospital the past few months.   
 
John served the last 20 years with The Navigators in Russia, Estonia, and most recently, at 
Kent State University. Without your support and partnership, John’s ministry would not have 
been possible. Thank you for your faithful involvement with John’s ministry.   
 
Collegiate Regional Director Ward Ballard says, “Lessons I have learned from John are to 
serve people in simple, practical ways, take an interest in people, share the Gospel with 
people, and then get in the Word with them. John really loved people. He would easily tear up 
telling me stories of people going through hard times. John was a generous man.”  
   
If you have given to John’s account through automatic electronic fund transfer or recurring 
credit card donations, we have stopped your giving as of March 9, 2016. If you have donated 
by automatic bill pay, please contact your bank to discontinue these donations. If you have 
questions about your donations, please contact our Donorcare department at 
donorcare@navigators.org or call them directly at 866-568-7827. 
 
We grieve with John’s family and friends, and celebrate John’s life and impact in the lives of so 
many men and women. Thank you again for your contributions towards advancing the Gospel 
of Jesus!     
 
God bless you, 

 
 
Jeff Graf 
Collegiate Director of Operations 
 
 
 
 

 
Appendix H 

 

John’s funeral was on Wednesday, March 9, 2016 at Grace Baptist Church in Ohio. 
In lieu of flowers, donations may be made to (details). Cards to the family may also 
be sent to this address.  

http://communications.navigatoremail.com/t/i-u-dkdhhkk-jybkrjhi-r/
mailto:donorcare@navigators.org
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Appendix H 
 

Sample Donor Letter 
for Surviving Spouse Continuing in Navigator Ministry 

 
             March 6, 2016 
 
Dear donors of Benny and Cindy Benson, 
 
Thank you so much for your support of the ministry of John Navigator over the past years! As 
many of you may know, John went to be with the Lord on February 1 after several years 
battling cancer. He will be greatly missed by many, as well evidenced by those who attended 
his memorial service. However, we realize that our loss is John’s gain, and we celebrate that 
he is now with his Maker and Father! 
 
Your investment in the John’s work with The Navigators is reaping a rich reward in the lives of 
college students in campus ministry at Journeyman and Colbert Colleges. We appreciate your 
part in this spiritual work! While it is still early in the grieving process for Jane, she has 
communicated that she is planning on continuing to work and minister with The Navigators at 
Colbert College. So, I would like to ask you to consider continuing your support for Jane 
by giving to her Cost Center (22376990). 
 
For those of you who give by electronic fund transfer or recurring credit card, please contact 
donorcare@navigators.org or call them directly at 866-568-7827 if you wish to discontinue 
giving, otherwise, we will make this switch to Jane’s account for you and there is no need to 
contact us or our Accounting Process Center. If you have donated by automatic bill pay, 
please contact your bank to discontinue your donations or your donations will continue and go 
to Jane’s account instead. 
 
Jane is blessed by your generosity and love toward her during this difficult time. We have 
attached a personal letter from her as well as a copy of John’s obituary. 
 
If you have any further questions regarding this situation, please do not hesitate to contact our 
Collegiate Mission at 1-800-530-8282 (x2315) and someone will be happy to help you. 
 
God bless you, 

 
 
Jeff Graf 
Collegiate Director of Operations 

 

mailto:donorcare@navigators.org
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Date:  
 
To: (Surviving spouse’s name)   
 
From: (Mission director’s name) 
 
Subject: Survivor Care Life Adjustment and Ministry Transition  
 
PRIMARY PURPOSE: 

 
The Navigator Representative serves with a Field Mission of The Navigators. Their duties 
include deciding if they will continue in an employment relationship with The Navigators, 
creating a healthy grieving process, and finalizing a ministry job description with their Mission. 
They shall serve and fulfill the responsibilities listed below in the spirit of The Navigators 
Calling, values, and purpose: To advance the Gospel of Jesus and His Kingdom into the 
nations through spiritual generations of laborers living and discipling among the lost. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES (90%):  
 

• Determine with their Mission director if they will continue with or transition out of The 
Navigators. 

• Communicate with donors. 

• Intentionally recruit a team/community to meet with individually or as a group for support 
and guidance. 

• Meet with Mission director or representative on regular basis for updates and guidance. 

• Pursue grief counseling as needed. 

• Finalize a job description that clarifies their role and ministry responsibilities. 
 
OTHER DUTIES AND RESPONSIBILITIES (10%): 
 

• Attend team community sharing and prayer times as able. 

• Pursue ongoing personal spiritual growth and development. 

• Balance the needs of the ministry role(s) with personal soul care needs. 

• Answer phone calls and emails related to the job in a timely fashion. 

• Submit monthly expense reports as required. 

• Perform other miscellaneous job-related duties as requested. 
 

 


