
Faith Baptist School 
Job Description: Director 

 
Position Description: 
 

The director is responsible for overseeing and managing Faith Baptist School (FBS), a 
ministry operating under the auspices of Faith Baptist Church (FBC).   

 
Qualifications and General Expectations: 
 

1. Maintain membership at Faith Baptist or a like-minded church. 
2. Possess at least a bachelor’s degree, or the German equivalent, in a relevant field, from 

an accredited college. Classroom teachers must possess or obtain, within 3 months, 
certification. 

3. Maintain current certification in First Aid and Cardiopulmonary Resuscitation. 
4. Demonstrate professionalism, flexibility, dependability and kindness; and maintain 

confidentiality. 
5. Provide references and previous employment information upon request. 
6. Maintain a professional appearance. 
7. Adhere to policies and procedures as outlined in the FBS Staff Handbook. 
8. Attend all professional development, staff meetings, devotionals, and training. 
9. Maintain a respectful, Christ-centered relationship with students, parents, and faculty. 
10. Communicate effectively using Christ-like values. 
11. Maintain good office/classroom management and organization. 
12. Pray regularly for the students and families of FBS. 
13. Work as an effective member of the FBS team and with other ministries of FBC. 
14. Participate in school and combined church/school activities, as requested. 
15. Contribute to the total FBS program through extra duties as assigned or needed. 

 
Specific Duties and Responsibilities: 
 

General School Management 
1. Oversee all functions and programs of FBS. 
2. Implement the goals and standards of FBS as established with the approval of FBC. 
3. Establish policies and procedures for the day-to-day operations of the school. 
4. Foster a positive working relationship with other ministries of FBC, especially the FBC 

Children’s Ministry, Awana, and FBC Preschool.  
5. Coordinate day-to-day building usage of FBS (with FBC Secretary) in relation to other 

church ministries and activities. 
6. Create documents, spreadsheets, forms, and publications for school management. 
7. Organize and maintain all school files and records, written and electronic. 
8. Prepare and present reports, as needed or requested, to FBC. 



9. Prepare and maintain all school calendars, including the annual/year-long calendar, 
specials schedule, special event and club schedules, and online calendar(s).  

10. Order all curriculum, testing materials, and school supplies, including after-care snack, 
hot or forgotten lunches, and janitorial supplies. 

11. Review lesson plans, grades and classroom activities for adherence to standards on a 
regular basis (weekly is recommended). 

12. Oversee extracurricular activities and events. 
13. Maintain FBS website. 
14. Contact substitutes when necessary for the program (when teachers are unable to do 

so). 
15. Handle school closings in alignment with school policy. 

 
Students 
16. Maintain student files, both written and electronic. 
17. Supervise all classroom and behavior management, and handle classroom and 

behavior issues that surpass the classroom level, according to the FBS Handbook. 
 

Communications 
18. Obtain knowledge about FBS and FBC’s programs and services to be able to accurately 

answer questions posed by staff, parents, or students. 
19. Prepare, organize, and publish FBS staff and student handbooks, administrative forms, 

and school publications/communication, and verify and/or update the same annually 
or as needed. 

20. Produce regular communication to/with parents via newsletter, email, Class Dojo, and 
Facebook. 

21. Communicate with staff regularly via staff bulletin/email, newsletter, or Messenger. 
 

Employee Management 
22. Establish duties and provide job descriptions for all FBS employees.  
23. Oversee, with the assistance of the FBC Personnel Committee and senior pastor, the 

hiring of all FBS employees and approved substitutes on-call. 
24. Coordinate and maintain, with FBC Personnel Committee and FBC Finance Secretary, 

contracts for all FBS employees in accordance with FBC specifications. 
25. Maintain employee files, including contracts, job descriptions, CPR certifications, 

observations, etc. for all FBS employees. 
26. Supervise all FBS employees and substitutes. 
27. Meet regularly with FBC staff. 
28. Plan, prepare, and lead school staff meetings, training, professional development, and 

teacher workshops, as needed, throughout the year. 
29. Conduct regular evaluations and employee counseling, as needed, for all FBS 

employees. 
30. Write letters of recommendation as requested by FBS staff. 

 
Finance 



31. Prepare and submit the school budget (spreadsheet) to FBC annually (in March), 
including a salary schedule for FBS staff. 

32. Review, with FBC Finance Secretary, FBS expenditures and budgeting, including 
accounts receivable, expenditures, petty cash, and donations. 

33. Manage, record, and deposit (with FBC Finance Secretary) all monies regarding school 
business. 

34. Produce billing and late notices for tuition, before-care, and after-care. 
35. Record and submit monthly reports for copier usage. 
36. Prepare and submit monthly payroll information to the FBC Finance Secretary. 

 
Other 
37. Perform all other duties and tasks as required by the position. 

 
Work Hours & Vacation: 
 

1. This is a full-time position with work hours set at 40 hours per week. The exact work 
schedule may be determined by the director but should include the hours of 0745-1545 
when school is in session and 0800-1530 on professional development days. 

2. Any overtime must be pre-approved by the pastor or, in his absence, the Personnel 
Committee Chairman.  

3. Vacation days are calculated based on a part-time position of five days per week with 24 
days per year of vacation taken during the summer break. This position allows for two 
paid and two unpaid days off during the school year. 


