Church Administration

Core Competencies

CERTIFICATION SEMINAR 1 CURRICULUM

1.1 PERSONNEL/HUMAN RESOURCE MANAGEMENT (8 hours)

1.1a
Employment Law

1.1b
ADA - Family Medical Leave

1.1c
Definition of Roles & Duties

1.1d
Supervision – Performance Reviews

1.1e
Search, Interview, Hire, Evaluate

1.1f
Background Checks - Physical Drug Test

1.1g
Termination

1.1h
Compensation & Benefits – Recognition

1.1i
Personnel Policies & Procedures

1.1j
Sexual Harassment

1.1k
Contractual Agreements for Employment

1.1l
Workers’ Compensation

1.1m
OSHA

1.1n
Unemployment Compensation

1.2 STAFF DEVELOPMENT (6 hours)

1.2a
Team Building/Development - Mission

1.2b
Improving Staff Performance – System Theory

1.2c
Paid and Unpaid Staff

1.2d
Interpersonal Relations

1.2e
Communication, Conflict Resolution

1.2f
Supervisory Development

1.2g
Accountability

1.3 CONGREGATIONAL LEADERSHIP (3 hours)

1.3a
Organizational Structure (committee, ministry team, task force, boards, councils, etc.)

1.3b
Discernment & Development of Gifts & Talents (gift discovery, interview, training, supervision)

1.3c
Principle of Effective Meetings

1.3d
Volunteer/Servant Leader recruitment, screening and management

1.4 THEOLOGY OF STEWARDSHIP (4 hours)

1.4a
Stewardship Promotions and Follow-Up

1.4b
Biblical Basis

1.4c
Stewardship Education 

1.4d
Planned Giving

1.5 OFFICE MANAGEMENT (2 hours)

1.5a
Supplies & Purchasing

1.5b
Efficiency – Workflow

1.5c
Office Technology (e-mail, voice mail, copiers, equipment)

1.5d
Hospitality (telephone, etiquette, reception)

1.5e
Safety & Security of Personnel

1.5f
Professionalism (confidentiality, image)

1.5g
Archiving

1.6 INFORMATION MANAGEMENT (4 hours)

1.6a
Overview of Computer Systems (hardware, software, e-mail, Internet, links)

1.6b
Literacy & Resources

1.6c
Acquisitions (leasing vs. purchasing)

1.6d
Public Relations (including crisis mgmt, marketing, advertising promo, newsletter, etc.)

1.7 PROPERTY MANAGEMENT (6 hours)

1.7a
Property Risk Management

1.7b
Custodial Management (purchasing & supplies)

1.7c
Maintenance

1.7d
Space Utilization

1.7e
Energy Conservation & Recycling

1.7f
Security & Safety

1.7g
Insurance

1.7h
New Construction and Renovation

1.7i
Operational Cost Analysis

1.7j
Grounds and Parking

1.7k
Vehicles

1.7l
Bidding & Contracts

1.7m
Outsourcing

CERTIFICATION SEMINAR 2 CURRICULUM

2.1
STRATEGIC PLANNING (6 hours)


2.1a
Strategies for Church Growth


2.1b
Management Theory & Practice


2.1c
Strategic/Long Range/Operation Planning


2.1d
Vision and Mission Statements


2.1e
Goals and Objectives


2.1f
Measurable Outcomes


2.1g
Implementation


2.1h
Understanding Culture and Change

2.2 FINANCIAL MANAGEMENT (8 hours)

2.2a
Reporting Process

2.2b
Accounting Process

2.2c
Contribution Accounting

2.2d
Fund Accounting

2.2e
Cash Management (fiduciary management)

2.2f
Annual Review/Audit

2.2g
Internal Audit

2.2h
Long Range Budgeting

2.2i
Investment Strategy, Policies & Procedures

2.2j
Capital Improvement Funding

2.2k
Financial Software

2.2l
Internal Controls

2.2m
Budgeting

2.3 STEWARDSHIP OF SELF (3 hours)

2.3a
Time Analysis

2.3b
Time Wasters

2.3c
Stress Management

2.3d
Daily/Weekly/Yearly Planning


2.3e
Time Habits & Motivation

2.3f
Ministry of Interruption

2.3g
Prioritizing

2.4 LEGAL AND TAX MATTERS (8 hours)

2.4a
Legal Counsel & Lawsuits


2.4b
Liability – Mandated Reporting

2.4c
Copyright Laws

2.4d
Incorporation

2.4e
Taxes

2.4f
Unrelated Business Income

2.4g
Zoning

2.4h
Contributions

2.4i
Resources

2.4j
Recent Changes/Current Issues

2.5 CHRISITIAN PERSPECTIVES & THEOLOGY OF CHURCH (3 hours)

2.5a
Major theological Traditions

2.5b
Theological Method

2.5c
Theology of the Church

2.5d
Ecumenical Perspective (sacramental, reformed, conventional)

2.5e
Mission of Christ’s Church

2.5f
Mission and Ministry

2.6 THEOLOGY OF CHURCH ADMINISTRATION  (4 hours)

2.6a
Administration as Ministry/Mission

2.6b
The Church as Business

2.6c
Church Polity & Denominational Structures

2.6d
Ethics

