Adult Small Groups at Hope UMC
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Categories of Ministry for Volunteers/Lay People

Curriculum/Resources Coordinator

- Get to know on-going groups & leaders that have ordered curriculum through church accounts

- Be in touch with leaders/contact people of on-going groups about 

ordering/suggesting curriculum – as needed or quarterly


- Be aware of curriculum/resources on hand and suggest using what we have


- Keep library of curriculum/resources organized


- Update Excell list of curriculum/resources


- Ask Sam to update list on church website under Adults – Small Groups – 

Curriculum/Resources Available to Leaders
- Order curriculum


- Gather checks/cash and deposit in correct accounts



6203 – Christian Education (withdraw only)



2221 – Christian Education Undesignated (deposit/withdraw)


- Keep accounts accurate – 6203 and 2221


- Return unused books


- Pay bills and make sure accounts are accurate with publishing companies


- Pass on information about new studies to Publicity/Space Use Coordinator
Publicity/Space Use Coordinator

Get to know all groups & leaders/contact persons

Update leader/contact names, addresses, phones, emails on database as needed


Be in touch with them at least one month before:  Fall Kickoff/Christmas/Lent/Easter/Summer 

to inquire about new study topics chosen or upcoming events

Organize and get basic information published about new studies/events in

bulletin/announcement slides/Times of Hope/website (Adults)

Organize leaders/contact persons to do sign-up tables before/after worship quarterly and put up 

gridwalls and banner for Adult Small Group Sign ups


Work with Denise weekly to make sure there are no space use issues


Weekly - Coordinate use of keys and set up of tables/chairs/TVs with Denise, leaders, and 
custodian (using set-up request forms)

Negotiate set-up with leaders – be willing to do set-ups once in a while

Statistics/Record Keeping Coordinator  (very important as per Denise)

Get updated list of leaders/contact info from Publicity /Space Use Coordinator

Contact each leader/contact person at the end of each study/event and request:

· Total number of people who attended study/event – even one time

· Average attendance for study

Keep database of info above 

Work with Denise every January to fill out Table I for Annual Conference
