
Executive Pastor 

Scope:  Translate the mission of Trinity Baptist Church into reality and oversees daily operations 
of the church and its facilities 

Ministry/Dept.: Pastoral and administration 
Supervisor:   Lead Pastor 
Supervises:   Ministry and Operational Staff 
Employee Type: Full Time 
Start Date:  Immediately  

Schedule: Sunday – Thursday 
Environment: Church campus 

Trinity Baptist Church 

Trinity Baptist Church has been helping people find and follow Jesus for over 150 years in New York City.  
Located in a beautiful building on the Upper East Side, Trinity’s diverse congregation is passionate about fulfilling 
our mission of worshiping God, growing together, and making a difference. With a new Lead Pastor who joined in 
2019, Trinity is poised for a new season of ministry and growth.  

The Opportunity 

The Executive Pastor will translate the mission of Trinity Baptist Church into reality. Serving as the right hand to the 
Lead Pastor, the Executive Pastor is responsible for the overall leadership and direction of church staff and key 
ministry leaders, leading all functional areas in the accomplishment of the church’s mission and overseeing the 
management of all operational functions and the church’s physical building. This includes oversight of family 
ministry, adult ministries, worship, missions, and communications, as well as strategic planning, finance, 
administration, human resources, and operations.  Initially, we would anticipate a 75/25 split between operational 
management and pastoral duties, with a progressive balance over time as systems and procedures are established 
and staff capacity is expanded. 

Responsibilities 

• Support and represent the Lead Pastor in the accomplishing the church’s mission through ministry
effectiveness evaluation, discernment, decision making, planning, budgeting and overall direction of the
church staff and key ministry leaders.



   
• Lead the ministry staff and key ministry leaders in the on-going direction of ministries and support the Lead 

Pastor on exploration of new opportunities to effectively reach our community. 
  

• Ensure the operational readiness of the church through leadership, oversight, and coaching of the staff, 
volunteers and service contractors performing duties in ministry, administration, finance, and human 
resources.  This includes direct supervision of adult (small group), youth and children’s ministries, 
communications, IT, and facilities management and maintenance. 

• Facilitate an annual strategic planning process including evaluation of ministry performance; development of 
key objectives and tactics; and establishment of annual goals. Coordinate the formulation of annual workplans 
for each of the core ministry and operating areas. 

• Develop annual financial plans in partnership with the Trustees and Elders that support the church’s mission. 
• Collaborate with the bookkeeper on preparation of monthly financial statements for the Trustees and year-

end close-out. 
• Ensure quality control over all financial transactions and ensure Trinity is following best practices in accounting 
• Manages insurance policies on behalf of the staff and the church. 
• Ensure compliance with local, state and federal reporting requirements and tax filings.  
• Maintain a high functioning staff through the development of policies and procedures, oversee the 

development of job descriptions, mutual development with staff of annual performance plans and staff 
development plans, conduct and record mid-year and end-of-year performance appraisals, participate in the 
hiring and dismissal of staff, propose appropriate staff adjustments, and resolve conflicts as needed.  

• Oversee the effective stewardship – use and maintenance – of infrastructure by all ministry and support areas 
to facilitate the continued growth of the church.  

• Support and champion the ministry of the Lead Pastor in all conversations and actions. 
 
 

Requirements 
 
• A vibrant and mature faith in Jesus Christ. 
• Strong administrative giftedness, along with excellent verbal and written skills.  
• The ability to navigate the complex systems of a church environment.  
• The ability to think creatively, strategically, and innovatively regarding how to help the local church and its staff 

as effectively as possible.  
• The ability to lead leaders and develop upcoming leaders. 
• A self-driven attitude that embraces responsibility and calls for excellence 
• The desire to understand and fully embrace the vision of Trinity Baptist Church.  
• Possesses a Christ-honoring lifestyle marked by spiritual and emotional maturity. Being “above reproach” is 

critical for the success of this individual.  
• Loves and prefers to lead from the second chair. 
• Strongly desired and proven soft skills: recruitment, strategic thinking, flexibility, creativity, innovation, 

mentoring, negotiation, culture development. 
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