
 
MINISTRY TITLE:  CHILDREN’S SUNDAY SCHOOL WELCOME CENTER SECRETARY 

 

   
 

VISION 
The vision of Florence Baptist Temple is to function as an ACTS 2 CHURCH. This means each area of 
ministry should strive to carry out this vision. Characteristics of the ACTS 2 CHURCH (a big vision, 
prayer, witnessing/Evangelism, discipleship, and the ministry of the Holy Spirit) should characterize our 
church at every level.  
 
CHURCHWIDE GOALS 

1. Grow the Sunday School attendance.  
2. Grow the number of souls saved. 
3. Grow the number of people serving.  

 
QUALIFICATIONS  

1. Must be a member of FBT.  
2. Must complete FBT Kids Ministry Application, secretary training and Child Abuse Prevention 

training. 
 
RESPONSIBILITIES 

1. To faithfully attend the Sunday School and Worship Services. 
2. To welcome families and assist them though the check-in process.  
3. To keep accurate records for the Sunday School church database.  
4. To record Sunday School attendance online in the ACS church program.  
5. To communicate to the Children’s Director and Age Coordinators the weekly Sunday School 

attendance and visitor information.  
6. To follow all Children’s Ministry policies and procedures.  

 
TIMES and PLACES  

1. Children’s Sunday School Welcome Centers are located in B and C building near the various 
Children’s Sunday School locations.  

2. Secretaries should be at the Welcome Desk no later than 8:40 am to welcome guests and assist 
families through the check in process.    

  

POSITION VALUES  
1. Children’s Sunday School Welcome Center Secretaries play an important support role in the 

Children’s Ministry of FBT. You are the first impression to the family that is entrusting the care of 
their child to us during church.     

2. You will discover that there are many other benefits that you will experience personally as you 
serve in the Welcome Center Sunday School. First, you will grow spiritually. Faithful service always 
does more for the servant than the ones being served. Service is the key to consistent spiritual 
growth in the life of the believer. Secondly, it is a blessing to serve others in your local church.    

3. As this position (and those like it) is faithfully filled, the church can successfully carry out the              
ACTS 2 MISSION.  

 
 
 

 

Accepting the position of a Children’s Sunday School 
Welcome Center Secretary is an important role in the 
Children’s Ministry. The following ministry description is 
to unify our thoughts, sharpen our focus, and make 
effective our efforts. Thank you for your willingness to 
serve. 


