
JOB DESCRIPTION 

Dover Baptist Association    

Executive Director of Missions 

The Executive Director of Missions has a three-dimensional role-to lead the association to fulfill its 
mission more faithfully, effectively, efficiently, and lovingly.  The three dimensions are minister to 
the churches and church leaders, mission strategist, and general leader of the association.  The 
Executive Director is accountable to the Association, through the Executive Committee by 
recommendations of the Personnel Committee. 

Minister to Churches and Church Leaders 

• Work with and assist ministers.  This involves being a pastor to pastors and other church staff 
ministers, relating to the associational ministers conference(s), assisting in church/minister conflicts, 
conferring with ministers considering a move, orienting ministers in the association, developing 
ministerial support systems, providing growth opportunities for ministers. 
 

• Work with and assist churches.   This involves helping churches to participate and fulfill their 
responsibility for mission work in their context.  Working with pastor search committees; visiting the 
churches for routine, crisis, ceremonial, and functional visits.  It also involves the idea of the 
association as a resource to the churches.  Teaching and preaching in and for specific churches (e.g., 
conducting revivals, pulpit supply, teaching study courses, etc.) are included in this area. 
 

• Strengthen relationships among churches.  This emphasizes the concept of the association as a 
family of churches or as a network in which churches give and receive assistance among themselves.  
It also involves a conscious fostering of fellowship and mutual commitments between and among the 
other churches of the association, developing a sufficient degree of unity in faith and practice to 
enhance the fellowship and working together of the churches.  The creation of an environment in 
which churches want to be on mission together is the essence of this function. 

 
Mission Strategist 

 
• Provide missionary leadership.  This involves leading the entire association of churches to develop 

and maintain a mission perspective: starting new work; establishing points of witness; using program 
organizations in mission work; interpreting to the association the needs of the persons in the 
association’s territory for evangelism, ministry, or missions attention.  It also involves the enlisting 
and training volunteers to help strengthen the individuals, churches, and association.   
 

• Maintain denominational and other external relationships.  This involves relationships with 
other associations, the Baptist General Association of Virginia and its related entities, the Southern 
Baptist Convention and its related entities, other Baptist bodies, and other religious bodies and 
networks.  Working relationally with business, social, educational, and welfare agencies; and with 
city, county, state, and national governments.  Maintaining these relationships involves public 
relations and serving as an interpreter of the churches to the relating bodies. 

 
 
 
 
 
 



Leader of the Association 
 

• Work with and assist association organizations and leaders.  This involves organizing the 
association to effectively accomplish its task of assisting the churches in their individual and 
cooperative work.  It involves working with the Executive Committee, each association committee or 
council, and association leaders.  It also involves leading the associational council and program 
organizational leaders to develop the leadership team of the association and may participate as a non-
voting ex-officio member of all committees and councils. 
 

• General leadership and administration.  This involves responsibility for leadership of the entire 
association life and discerning priorities for the allocation of time, money, and other resources, 
specific responsibilities are outlined in the Operations Manual in accordance with Bylaw 2.04b.  
There is the supervision of receiving and disbursing funds as directed by the Finance Committee.  
The Executive Director must authorize all bills before checks are written.  Authorization is given to 
the Executive Director for the signing of all checks.  (Most of this is done by the Financial Secretary 
or the Administrative Secretary-both are bonded).  Reports are given to the regular Executive 
Committee and Annual meetings.   
 

• Office, business, and staff management.  This includes editing and publishing the associational 
newsletter and the annual minutes, staff supervision and evaluations at least once each year and 
sharing evaluations with the personnel committee.  At least quarterly, the Executive Director meets 
with the Moderator, the Vice Moderator, and the Personnel Committee chairperson to review the 
work of the association and receive personal feedback.  This also includes an overall responsibility 
for management including financial management, property management, legal affairs, releasing 
information and statements to the media, and serving as a general resource for denominational 
information.  A file of original minutes of the Executive Committee and annual meetings are 
carefully filed and preserved along with other important data.   
 

• Delegation of Tasks:  Whereas the Executive Director administers the total work of the association 
certain tasks are delegated.  Some are delegated on a regular basis and others as needs arise. 
 

• Continuing Education.  Is encouraged to participate in seminars, continuing education, and 
conferences to develop and maintain the skills required to effectively fulfill the duties of this position 
in accordance with budgeted funds for participation. 
 

• Other duties/tasks.  In consultation with the Personnel Committee and the Executive Committee, 
the Executive Director may perform other duties as needed.   
 
Note:  The Job Description includes all of the duties outlined in Dover’s Constitution and ByLaws. 
 
 
 


