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Administering the Local Church
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Name of the Instructor:
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Module Vision Statement:

Administration starts with a thorough understanding of Christ’s mission for His Church locally and globally. Such an understanding is needed to shape and motivate the accomplishment of interrelated ministries and tasks in a particular congregation. In a local congregation, administration could be defined as implementing and managing the mission of Christ in His Church.

Administration is a continual and intentional process that connects and uses gifts of individual believers to enable a particular congregation to win people to Christ and to build a spiritually healthy church. In the process, service does to the spirit of the one who serves something like what physical conditioning does to the body; as a result, the believer’s spiritual stamina develops. These three outcomes are incredibly significant—new people won, disciples developed, and churches strengthened.

This module deals over and over with the development of the administrator—that’s you, the prospective pastor. As the basic foundation for such development, this module teaches that all church leaders work from three ever-present realities: (1) what you are, (2) what you know, and (3) what you do.

Unlike the way secular businesses operate, the church does its work in and through relationships—voluntary relationships built on a common faith. While the chief executive officer (CEO) of a business hires and fires and has authority to use personnel as a business commodity, the pastor leads by inspiration, instruction, information, and influence. While a business may build for a decade or a generation, the pastor and the congregation build for eternity. While profit may be the aim of a business, the church’s purpose is to bring as many people as possible to Christ and then help mature those believers into disciples. While churches should be businesslike in their work, Kingdom work is much bigger and more lasting than anything any business can do. Thus, the administrative leader of a congregation should learn as much as possible about secular leadership strategies and management principles but always be guided within by the unique differences between Kingdom and secular business.

Specific directives for the ministry of administration can be found throughout Scripture, especially in the references to overseer and/or bishop. Then, too, pervasive support from Scripture can be found wherever order, organization, and efficiency are discussed—examples would be the encounter between Moses and his father-in-law (Ex 18:13ff) and Jesus instructing the disciples on how to organize the feeding of the 5,000 (Mk 6:14ff).

For several decades, a creative progression has developed in the discussion of the church’s administrative work. First the function was called church administration.  Next came church management. And more recently it has been called church leadership. Whatever the name or designation for this part of ministry, the pastor must understand that administration is never an end in itself. Rather, administration is the way the gospel moves from concept to reality in a congregation and through that congregation to its community. One writer said administration is how the gospel gets done. Another said administration is the delivery system for the gospel.

Several basic issues about administration are clear:

· Budgets, facilities, calendars, and programs can and should be managed.  

· People are to be led but not managed.

· As a branch manager of the eternal church of the living God, be sure to operate from a higher level than mere business strategies.

A veteran church leader commented that administration is an art form, something like an oil painting. This module attempts to help the beginning artist understand the basics of the art—color, form, canvas, and brushes. The painting will be unique and personal.

Educational Assumptions

1. The work of the Holy Spirit is essential to any process of Christian education at any level. We will consistently request and expect the Spirit’s presence within and among us.

2. Christian teaching and learning is best done in the context of community (people being and working together). Community is the gift of the Spirit but may be enhanced or hindered by human effort. Communities have common values, stories, practices, and goals. Explicit effort will be invested to enhance community within the class. Group work will take place in every lesson.

3. Every adult student has knowledge and experiences to contribute to the class. We learn not only from the instructor and the reading assignments, but also from each other. Each student is valued not only as a learner but also as a teacher. That is one reason that so many exercises in this course are cooperative and collaborative in nature.

4. Journaling is an ideal way to bring theory and practice together as students synthesize the principles and content of the lessons with their own experiences, preferences, and ideas.

Outcome Statements

This module contributes to the development of the following abilities as defined in the U.S. Sourcebook for Ministerial Development.

PROGRAM OUTCOMES

CP 4
Ability to write an integrative philosophy of ministry that will answer “why I do what I do when I do it”

CP 5
Ability to provide oversight of one’s ministry using management skills including servant leadership, conflict resolution, and administration

CP 6
Ability to manage the resources of one’s ministry (time, human, financial, etc.) in a way consistent with a church’s size and characteristics

CP 7
Ability to conceive and articulate purpose, mission, vision, and to develop strategic plans in ways that strengthen a unified vision

CP 8
Ability to develop team-building skills, identify and cultivate spiritual gifts, recruit volunteers, empower laity, diagnose and intervene in problems

CP 9
Ability to appropriately manage personal finance and budget for one’s ministry

OUTCOME STATEMENTS

· Ability to clarify one’s “call” to the Christian ministry

· Ability to manage the organization and deployment of people according to their gifts

· Ability to manage personal and organizational finance above reproach and demonstrate faithful stewardship beginning with storehouse tithing

· Ability to interpret conflict as a positive step in the growth of persons and organizations

· Ability to identify and learn from personal challenges that are markers of growth in one’s pilgrimage

Recommended Reading

Course Requirements

1. Class attendance, attention, and participation are especially important. Students are responsible for all assignments and in-class work. Much of the work in this course is small-group work. Cooperative, small-group work cannot be made up. That makes attendance imperative. Even if one does extra reading or writing, the values of discussion, dialogue, and learning from each other are thwarted. If one or two lessons are missed, the learning leader will require extra work before completion can be acknowledged. If three or more classes are missed, the student will be required to repeat the whole module.

Small-Group Work. Nothing is more important in this course than small-group work. The class members will be assigned to groups of two to four students each. The group members will serve as study partners for explorations and discussion.

2. Assignments

Journaling: The only ongoing assignment for this module is your journal. It is to be used regularly, if not daily. On at least one occasion during the term, the instructor will check the journals. In each lesson a journal assignment is included.

The journal should become the student’s friend and treasury of insights, devotions, and ideas. Here the integration of theory and practice occurs. The spiritual life nature of the journal helps guard against the course of study being merely academic as you are repeatedly called upon to apply the principles studied to your own heart and your own ministry situation.

This journal is not a diary, not a catchall. It is, rather, a guided journal or a focused journal in which the educational experience and its implications are selected for reflection and writing.

The framers of this curriculum are concerned about the way students fall into learning “about” the Bible or “about” the spiritual life rather than learning—that is, coming to know and internalize the Bible and spiritual principles. The journaling experience ensures that the “Be” component of “Be, Know, and Do” is present in the course of study. Be faithful with all journaling assignments.

Daily Work: This module has regular homework assignments. It is called daily work because even though the class may only meet once a week, the student should be working on the module on a “daily” basis. Sometimes the homework assignments are quite heavy. The assignments are important. Even if homework is not discussed in class every session, the work is to be handed in. This gives the instructor regular information about the student’s progress in the course. The normal time for homework to be handed in is at the beginning of each class session. All assignments are to be completed.

Course Outline and Schedule
The class will meet for 30 hours according to the following schedule:

	Session Date
	Session Time
	

	
	
	1.  Administration Defined

	
	
	2.  Self-Management

	
	
	3.  Mission and Vision

	
	
	4.  Human Resources

	
	
	5.  All Other Resources

	
	
	6.  Building a Lay Ministry Team

	
	
	7.  Planning, Part 1

	
	
	8.  Planning, Part 2

	
	
	9.  How Decision-Making Groups Work

	
	
	10. Pastors Leading Decision-Making Groups

	
	
	11. Conflict, Change, and Progress

	
	
	12. Nazarene Governmental Pattern, Policy, and Procedures

	
	
	13. Delegation and Its Helpers

	
	
	14. Time Management

	
	
	15. Communication

	
	
	16. Legal and Financial Relationships

	
	
	17. Biblical Foundations for Whole-Life Stewardship

	
	
	18. Four Approaches to Whole-Life Stewardship

	
	
	19. Developing a Giving Church

	
	
	20. Personal Finance and Lifestyle Issues


Course Evaluation

The instructor, the course itself, and the student’s progress will be evaluated. These evaluations will be made in several ways.

The progress of students will be evaluated with an eye for enhancing the learning experience by:

1. Carefully observing the small-group work, noting the competence of reports, the balance of discussion, the quality of the relationships, the cooperation level, and the achievement of assigned tasks

2. Careful reading of homework assignments

3. Journal checks

The evaluation of the course materials and the teacher will be evaluated by frequently asking and discussing the effectiveness and relevance of a certain method, experience, story, lecture, or other activity.

Some evaluation cannot be made during the class itself. Some objectives will not be measurable for years to come. If students encounter the transforming power of God at deeper levels than ever before, learn devotional skills and practice them with discipline, and incorporate the best of this course into their own ministries, the fruit of this educational endeavor could go on for a long time. In truth, that is what we expect.

Additional Information

A reasonable effort to assist every student will be made. Any student who has handicaps, learning disabilities, or other conditions that make the achievement of the class requirements exceedingly difficult should make an appointment with the instructor as soon as possible to see what special arrangements can be made. Any student who is having trouble understanding the assignments, lectures, or other learning activities should talk to the instructor to see what can be done to help.

Instructor’s Availability
Good faith efforts to serve the students both in and beyond the classroom will be made. 

Journaling: A Tool for Personal Reflection and Integration

Participating in the course of study is the heart of your preparation for ministry. To complete each course you will be required to listen to lectures, read several books, participate in discussions, write papers, and take exams. Content mastery is the goal. 

An equally important part of ministerial preparation is spiritual formation. Some might choose to call spiritual formation devotions, while others might refer to it as growth in grace. Whichever title you place on the process, it is the intentional cultivation of your relationship with God. The course work will be helpful in adding to your knowledge, your skills, and your ability to do ministry. The spiritually formative work will weave all you learn into the fabric of your being, allowing your education to flow freely from your head to your heart to those you serve. 

Although there are many spiritual disciplines to help you cultivate your relationship with God, journaling is the critical skill that ties them all together. Journaling simply means keeping a record of your experiences and the insights you have gained along the way. It is a discipline because it does require a good deal of work to faithfully spend time daily in your journal. Many people confess that this is a practice they tend to push aside when pressed by their many other responsibilities. Even five minutes a day spent journaling can make a major difference in your education and your spiritual development. Let me explain.

Consider journaling as time spent with your best friend. Onto the pages of a journal you will pour out your candid responses to the events of the day, the insights you gained from class, a quote gleaned from a book, an ah-ha that came to you as two ideas connected. This is not the same as keeping a diary, since a diary seems to be a chronicle of events without the personal dialogue. The journal is the repository for all of your thoughts, reactions, prayers, insights, visions, and plans. Though some people like to keep complex journals with sections for each type of reflection, others find a simple running commentary more helpful. In either case, record the date and the location at the beginning of every journal entry. It will help you when it comes time to review your thoughts.

It is important to chat briefly about the logistics of journaling. All you will need is a pen and paper to begin. Some folks prefer loose-leaf paper that can be placed in a three-ring binder, others like spiral-bound notebooks, while others enjoy using composition books. Whichever style you choose, it is important to develop a pattern that works for you.

Establishing a time and a place for writing in your journal is essential. If there is no space etched out for journaling, it will not happen with the regularity needed to make it valuable. It seems natural to spend time journaling after the day is over and you can sift through all that has transpired. Yet, family commitments, evening activities, and fatigue militate against this time slot. Morning offers another possibility. Sleep filters much of the previous day’s experiences, and processes deep insights, that can be recorded first thing in the morning. In conjunction with devotions, journaling enables you to begin to weave your experiences with the Word, and also with course material that has been steeping on the back burner of your mind. You will probably find that carrying your journal will allow you to jot down ideas that come to you at odd times throughout the day.

It seems that we have been suggesting that journaling is a handwritten exercise. Some may be wondering about doing their work on a computer. Traditionally, there is a special bond between hand, pen, and paper. It is more personal, direct, aesthetic. And it is flexible, portable, and available. 

With regular use, your journal is the repository of your journey. As important as it is to make daily entries, it is equally important to review your work. Read over each week’s record at the end of the week. Make a summary statement and note movements of the Holy Spirit or your own growth. Do a monthly review of your journal every 30 days. This might best be done on a half-day retreat where you can prayerfully focus on your thoughts in solitude and silence. As you do this, you will begin to see the accumulated value of the Word, your course work, and your experience in ministry all coming together in ways you had not considered possible. This is integration, weaving together faith development with learning. Integration moves information from your head to your heart so that ministry is a matter of being rather than doing. Journaling will help you answer the central question of education: “Why do I do what I do when I do it?”

Journaling really is the linchpin in ministerial preparation. Your journal is the chronicle of your journey into spiritual maturity as well as content mastery. These volumes will hold the rich insights that will pull your education together. A journal is the tool for integration. May you treasure the journaling process!

Resources

Church Operations Manual: A Step-by-Step Guide to Effective Church Management (083-411-8955, $99.99)

Save time and improve efficiency with a resource that provides job descriptions, board leadership, ministry teams, forms, policies, and procedures for the church. Completely reproducible. With CD.

Instant Church Office: A Pastor’s Resource of Forms and Letters (083-411-8335, $89.99) 

The Instant Church Office is an indispensable resource for your church office’s daily administration and activities. With over 100 forms and letters vital to caring for the ministries of the church, Instant Church Office is the basic reference tool for everything from a church vehicle policy, Sunday School statistic sheet, and commitment card, to letters for baby dedications and mortgage burning. And because a CD-ROM version of everything is included, Instant Church Office documents can be personalized to fit your local church needs. Completely reproducible. With CD.

ABCs of Evangelism: An Easy Plan for Training Anyone to Witness (083-411-9560, $49.99)

The ABCs of Evangelism gives guidance not only on sharing your faith but also on altar counseling, networking, and more. All the materials are completely reproducible, so you’ll have everything you need to teach a class the ABCs of Evangelism. Completely reproducible. With CD.

The Church Treasurer’s Handbook: A Quick and Practical Guide to Managing Church Finances (083-412-0046, $69.99)

The Church Treasurer’s Handbook provides: 

· An overview of basic accounting principles, in layman’s terms

· An easy-to-understand explanation of tax regulations

· Options for monthly and annual financial reporting

· A general job description for the church treasurer

· Advice for handling payroll, housing allowances, and other compensation for the pastor and staff

· Tips on communicating with the church board, the pastor, and the financial committee

· Guidelines for handling money ethically

· A CD with forms necessary for record keeping, including tax forms, accounting ledgers, individual contribution records, budget worksheets, forms for counting the offering, and more. 

The Principle-Centered Church: Resources for Training Church Leaders (083-411-7428, $124.99)

The Principle-Centered Church provides a variety of field-tested training tools to shape the leadership of your local church. Utilizing a video and workbook format, this 3-part training session will help you and your congregation develop an inspiring vision and exciting goals, assist in growing committed stewards, and aid in providing meaningful worship. The workbook is completely reproducible, so you can make as many copies as you need to teach your class, year after year.

Stewardship Strategies: Sermons, Letters, and Strategies for Promoting Biblical Stewardship (083-411-7436, $79.99)

Sermons included in this kit address all aspects of Christian stewardship. Letters for the pastor to send to the congregation or to people in the community, as well as a section on capital stewardship contains proven strategies and plans of action for developing major fund-raising campaigns in the local church. Letters and capital stewardship sections are also available on floppy disk, making it easier than ever to access information and design strategies to meet specific needs. All the materials are completely reproducible, so you can make as many copies as you need. With these practical and effective products in hand, you can implement a plan for giving that will prove invaluable to your local church. 

The Vibrant Church Book: A Step-by-Step Plan for Bringing Your Church to Life (083-412-0038, $29.99)

Is your church a growing community of passionate, committed believers? Your church can be an exciting church, filled with enthusiastic, dedicated Christians! Help your church reach its potential to become a beacon in your community, a model example of all that God has called the church to be. This seminar provides step-by-step instructions for you and your key lay leaders, teaching you how to make your church healthy in all areas of church life. 

You’ll learn to: 

· Improve your leadership skills 

· Build the ministry team 

· Create a strategic plan for financing ministry 

· Break through attendance barriers 

· Disciple fully devoted followers of Christ 

· Develop faithful stewards of money and time 

Includes Stan Toler’s presentation of the seminar “The Vibrant Church” on audio CD. 
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