
P O S I T I O N  P R O F I L E

RESPONSIBILITIES

Provide Discipleship ministry support by:
• Helping maintain accurate records of group participation through regular 

attendance reports

• Helping facilitate high levels of communication between Discipleship office and 
leaders concerning resources, logistics, and publicity 

• Helping facilitate high levels of cooperation between the Discipleship office and 
other offices for publicity and promotions, food service planning, facilities logistics, 
and event scheduling 

• Participating in special event planning with input into theme, decorations, and 
overall details

Support the work of the Discipleship Pastor/Disciple-Making Team Leader by:
• Ensuring appropriate levels of confidentiality as a part of a ministry office

• Initiating, receiving, processing, and responding to communications on behalf of 
the Discipleship office 

• Providing scheduling support for appointments, activities, and events  

• Maintaining details related to resources, metrics, books, and files

• Providing proactive personal assistance to the Discipleship Pastor/Disciple-Making 
Team Leader  

• Providing support for events on occasional basis outside the office, as needed

• Maintaining gracious working relationships with community contacts, church and 
ministry leaders, as well as pastoral and professional staff as a representative of the 
Discipleship Pastor/Disciple-Making Team Leader

To provide administrative support for 
the ministry of the Discipleship office 
at Ingleside while demonstrating an 
authentic relationship with Jesus Christ, 
with excellence in work quality, relational 
skills, and attention to detail as part of a 
team in a high-expectation environment.        

POSITION TITLE

Assistant to the Discipleship PastorPURPOSE

Organizational Skills
 Ability to prioritize and complete multiple 

tasks with varied deadlines in a fast-paced 

environment with high attention to detail  

Computer proficiency
 High level of experience with Microsoft 

Office programs and ability to rapidly 

adapt to and learn ministry-specific 

programs

Communication skills 
 Ability to connect effectively through 

written and verbal communication and 

develop healthy relationships with 

multiple leaders 

MINIMUM REQUIREMENTS

834 WIMBISH ROAD MACON, GA 31210   |    478.477.7251   |    WWW.INGLESIDE.ORG

To apply for this position, please email a resume and cover letter to bcleaveland@ingleside.org.

Ingleside Baptist Church, founded on October 4, 1951, is beautifully nestled on a lush, green campus of rolling hills and mature trees in 
Macon, Georgia. Since September 4, 1989, Dr. Tim McCoy has led this thriving church into a new generation of vision and growth. Over 
the past 29+ years, there have been two additional services added and many new buildings constructed or renovated toward the overall 

priority of making disciples for the glory of God that come to worship, grow in a group, serve in the body, and go with the gospel.

Ingleside is rooted in Scripture. We say, “When you use biblical words in biblical ways to understand and apply biblical truth, our lives are 
transformed, and God is greatly glorified.” People who call Ingleside home are genuine at every level and are dedicated to service because 
“every member is a minister!” Expectations are high, consistent with the culture established, and modeled by our staff. Our church is currently 
home to over 4,800 members with just over 2,100 in attendance during four weekend services.

OVERVIEW OF INGLESIDE


