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Service Leader

Role
To lead people in corporate prayer and praise, invite others to exercise 
their gifts and co-ordinate their ministries for the benefit of the church, 
using Scripture, prayer and brief introductory comments to link various 
parts of the service together in a meaningful way.

Aim
The aim of the Service Leader is to lead the congregation to encounter 
God and play their part in the encouragement and strengthening of his 
people. 

Preparation
Prayerfully prepare for your role in the service.
Complete the ‘Service Plan Template’ by liaising with participants rostered 
for various roles
Distribute ‘Service Plan Template’ to all rostered participants by the 
Thursday evening before the service
Ensure that you arrive at the church by 10:10am
Note on a calendar the days that you are rostered on for Service Leading. 

Important Tips
● We should strive to do it as well as we can, in order to glorify God 

and bless others by our service. 
● Our approach should be shaped by a servant mentality, with a 

willingness to be trained and critiqued by others.



 
● Services may be formal in the sense that they are not random or 

entirely spontaneous, but follow a preset pattern or form. However, 
being formal isn't the same as being impersonal. 

● Gatherings of God's people should be loving and inclusive. Yet, to 
be personal does not mean being flippant or embarrassed about 
the structured parts of the service or about mistakes that may be 
made in what is said and done.

● Express warmth and friendliness, but do not fall into the trap of 
letting your own personality dominate the event.

● In the dynamics of the service, it is the service leader who models 
the attitude everyone should adopt. If the leader is nervous, 
everyone will feel nervous. If the leader is awkward, others will feel 
awkward. If the leader is relaxed and seems pleased to be there, 
others will feel the same way. 

● Be prayerful in approaching this ministry in order to glorify God and 
bless others by your service.

Music Team

Role
To lead the congregation in singing by providing an avenue for God to 
teach his people, his people to respond to him and to encourage each 
other in the faith. 

Aim
To glorify God in the presentation of the word of God in accordance with 
Col. 3:16. 

Preparation
Please arrive at the church at 9:00am.
Note on a calendar the days that you are rostered on for Music Practice. 
If you will be away or unavailable for any rostered day, to arrange a 
replacement and notify the Music Coordinator/Service Coordinator.

Important Tips
 

● We should strive to do it as well as we can, in order to glorify God 
and bless others by our service. 



 
● Our approach should be shaped by a servant mentality, with a 

willingness to be trained and critiqued by others.
● Regularly check your email to ensure that you are up to date with 

current songs and requirements. 
● Musicians are to bring their own sheet music to practice
● Singers are responsible for inserting song lyrics into their folder on 

arrival at music practice
● In the dynamics of the service, the music team should express the 

tone reflected in the song.
● Strive to maintain a unity

Church Prayers

Role
To bring the prayers of the church before God on behalf of ECC.

Aim
The aim is to seek the blessing of God on the work of the Gospel and to 
encourage faith in His people.

Preparation
Ensure that you arrive at the church by 10:20am. 
Note on a calendar the days that you are rostered on for Church Prayers. 
If you will be away or unavailable for any rostered day, to arrange a 
replacement and notify the Service Coordinator.

Important Tips
● Remember that you are giving thanks on behalf of the people of 

God; not “I thank You Lord”, but “we thank You Lord”. You are 
praying on behalf of the fellowship and so your prayer should be as 
if coming from the people.

● Be familiar with and make the focus the prayer points in the 
Bulletin and any additional points brought to you on the day.

● Be humble in your approach. God loves humility and so do the 
people, on whose behalf, you’re praying.

● Don’t make demands of God. Nowhere does Scripture encourage 
us to make demands.

● Don’t make claims. The things God has done are all due to 
His grace. These are not our rights, but His gifts. God is not 



 
prompted to act by our claiming this or that - God is well aware of 
all He has said in His word. Making claims borders on attempted 
manipulation.

● Avoid starting with thanking God that “we can come into Your 
presence”. We all came into His presence when we became 
Christian. By all means, thank Him that we are, continually, in His 
presence (Ps. 139; Jude 1:24; cf. 2 Thess. 1:9).

Communion Leader

Role
The Communion Leader’s role is to direct and oversee the congregation’s 
participation in Communion (cf. 1 Cor. 14:40). 

Aim
The aim of the Communion Leader is to centre the thoughts of the 
congregation on Christ & His sacrifice for our sins.

Preparation
Be sure to mark in your calendar the days you are responsible to lead 
Communion. Pray for the people you’ll minister to and that you’ll present 
a devotion that will lead them into a greater appreciation of what Jesus 
has done for His Church.  If you will be away on your rostered Sunday, 
then you are responsible to find a replacement and to notify the Service 
Coordinator.

Communion Leader’s Devotion
Communion leader’s give a devotion (not a message). The devotion 
should occupy around 2-3 minutes. The presider should address only one 
theme and point and enlarge on that rather than elaborate on a series of 
unrelated thoughts.
 
Claiming that God has given you a message does not give you the liberty 
to proclaim it. Obedience to God is mandated toward behaviour, not to 
subjective impressions (cf. 1 Cor. 14:32-33, 40). Time constraints have 
been requested by Eldership and should be respected. In their devotion, 
Presiders should be careful to exalt Christ, not themselves. Try to facilitate 



 
an attitude of reverence and worship. 
 
Ask yourself these questions during your time of preparation of the 
devotion:
 

● Is my devotion in line with the context of Communion?
● Does my devotion cause the congregation to remember the 

sacrifice of Christ?
● Do I have a pet theme/beef that is being reflected in my devotion?
● Does my devotion, ultimately, glorify God?

 
Some useful texts for a devotion are: Jn. 15:16; Acts 10:43; Rom. 5:1; 1 
Cor. 10:16; 1 Cor. 11:25; 2 Cor. 5:21; Gal. 1:3-4; Eph. 2:13; Col. 1:14, Col. 
1:20, 21-22; Col. 2:14; 1 Thess. 5:9-10; 1 Tim. 2:5-6; Heb. 2:14-15; Heb. 
9:13-14; Heb. 10:17; 1 Pet. 2:24, 3:18; 1 Jn. 1:7.
 
A good source for illustrations can be found at:
http://elbourne.org/sermons/index.mv?search

Suggested Format
● Devotion
● Invitation - to those of the faith to share communion
● Call up ushers
● Prayer for Bread - then distribute
● Prayer for Cup - then distribute
● Close in Prayer

Important Tips
● You may wish to quote the words of Jesus before you or the usher 

prays for the bread and cup (e.g. “...do this in remembrance of 
Me...).

● Think of the words you use. We are to make the service 
meaningful and edifying (there is nothing more holy about being 
archaic in our language).

● Always avoid flashy phrases, especially those that have no 
meaning, such as: “We will close the honours of the feast”, “The 
table of redeeming love” etc...

● Adjust the microphone and speak clearly into it. 
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● Don't fix your gaze in one direction, it is best to let your eyes rove 

constantly over the whole congregation.
● Avoid the ums and ahs.
● Keep hands out of pockets
● Never use your turn to preside as an opportunity to experiment 

with bold new ideas, unless you have first discussed it with the 
Service Coordinator and obtained his approval. This does not 
mean that you can’t make minor changes for variation sake.

● Courtesy regarding time should be observed. The Communion 
leader should not be inconsiderate at the expense of the other 
aspects of the Service.

The Reader of Scripture

Role
Readers of the Scripture have the privilege of publicly reading the word of 
God.

Aim
The aim of reading the Scripture is to convey its message to the 
congregation. It should be a clear, precise and faithful presentation that 
captures the passage’s intent in content and emphasis. The Reader’s 
passage is read in preparation for the sermon.

Preparation
Note on a calendar the days that you are rostered on to read. 
 
Unless otherwise directed by the preacher of the day, use the NASB 95 
edition (ECC Pulpit Bible) which is located behind the Pulpit. If you do not 
have a copy at home, you can practise by going here...
http://www.biblegateway.com/versions/New-American-Standard-Bible-NASB/
 
Ensure that you pre-read the passage of Scripture (even several times) 
prior to your rostered day. This will not only aid your clarity in reading, but 
will give you more confidence. If any words or pronunciations are in doubt, 
please confirm with the Pastor.

Important Tips

http://www.biblegateway.com/versions/New-American-Standard-Bible-NASB/
http://www.biblegateway.com/versions/New-American-Standard-Bible-NASB/
http://www.biblegateway.com/versions/New-American-Standard-Bible-NASB/
http://www.biblegateway.com/versions/New-American-Standard-Bible-NASB/
http://www.biblegateway.com/versions/New-American-Standard-Bible-NASB/
http://www.biblegateway.com/versions/New-American-Standard-Bible-NASB/
http://www.biblegateway.com/versions/New-American-Standard-Bible-NASB/
http://www.biblegateway.com/versions/New-American-Standard-Bible-NASB/
http://www.biblegateway.com/versions/New-American-Standard-Bible-NASB/
http://www.biblegateway.com/versions/New-American-Standard-Bible-NASB/
http://www.biblegateway.com/versions/New-American-Standard-Bible-NASB/
http://www.biblegateway.com/versions/New-American-Standard-Bible-NASB/
http://www.biblegateway.com/versions/New-American-Standard-Bible-NASB/
http://www.biblegateway.com/versions/New-American-Standard-Bible-NASB/
http://www.biblegateway.com/versions/New-American-Standard-Bible-NASB/
http://www.biblegateway.com/versions/New-American-Standard-Bible-NASB/
http://www.biblegateway.com/versions/New-American-Standard-Bible-NASB/
http://www.biblegateway.com/versions/New-American-Standard-Bible-NASB/
http://www.biblegateway.com/versions/New-American-Standard-Bible-NASB/
http://www.biblegateway.com/versions/New-American-Standard-Bible-NASB/


 
● Remember to speak into the microphone (adjust if necessary) 

before you read. Speak up to enable the whole congregation to 
hear.

● Announce the reading carefully (don't give a “talk” beforehand). 
Give the name of the book and the chapter, after pausing slightly 
give the verse. Look to see that the congregation has found the 
passage and then proceed to read.

● Note the emphasis in the passage. Use a variation in tone to 
emphasise or make the impact the Scripture is bringing. Try to 
read it with “feeling” without overdoing it.

● Do not hurry the reading (pause when the text warrants it).
● Keep your hands out of your pockets.
● If you are unable to read on your rostered day, you are responsible 

to arrange for a replacement. You will then need to inform the 
Service Coordinator of those changes.

Welcomer

Role
The role of the Welcomer is to present ECC as a caring fellowship who is 
interested in the well-being of every individual.

Aim
The aim of the Welcomer is to make welcome all who come to the Service 
including unbelievers. To present them with a Church Bulletin and other 
items of interest.

Preparation
Note on a calendar the days that you are rostered on for Church Prayers. 
If you will be away or unavailable for any rostered day, to arrange a 
replacement and notify the Service Coordinator.
 
Be ready at the door at least 15 mins prior to the commencement of the 
Service so you are ready for anyone who may be early.
 
Please ensure that the church auditorium lights are switched on when you 
arrive. 

Important Tips



 
● Give a friendly greeting to everyone as they arrive. Remember 

a few encouraging words can really lift people. Eg. "Good to 
see you" or "How are you" and the like. A handshake is also 
appropriate on most occasions.

● If you notice someone in their seat in the hall when you reach the 
door, take a bulletin into them and greet them.

● Hold the entrance double doors open with door stops. It is 
preferable that you don't keep front door open as unwanted flies 
tend to come in and the mail can get blown around by the wind. 
Also hearing noise from cars arriving late can be disturbing.

● If you feel it's necessary on the day - open the windows throughout 
the building for fresh air. This is much better done prior to the 
service as it can be a disturbance while service is going on.

● It's good to ask new people one or two questions perhaps, but 
don't make them feel too uncomfortable by overdoing it! Most new 
people just like to feel their way for a while and be observers for at 
least a week or two.

● There are "care cards" kept in the cupboard in the foyer. You 
should insert the cards into about 6 bulletins, ready to give to any 
visitors that come.

● Take the door stops away and close the double doors when you 
finish on the door. This will stop noise coming from the baby's 
room during the service.

● Stay on the door until 15 minutes after service commences. Take 
some bulletins to your seat to hand on to anyone that may come in 
late.

 

Ushers

Role
The Usher’s role is to enable the movement and meeting of God’s people 
to be conducted in an orderly fashion as part of the ‘Welcoming Team.’

Aim
The aim of being an usher is to serve the people of God in practical ways 
during the Services.

Preparation
Mark on your calendar the days that you are rostered on as an Usher.



 
If you will be away or unavailable for any rostered day please arrange a 
replacement and notify the Service Coordinator.
 
Be available to direct, carry, handout and collect as required in the Service 
or Services.
 
Please arrive 5 minutes before the service begins.

Scope
In general, but not limited to:

● Directing people to their seats at the beginning of the service.
● Serving communion to the congregation
● Collecting cups and offerings.
● Unstacking and stacking chairs as needed
● Attending to the general comfort of the congregation. E.g. drafts 

through windows, help needed by an elderly or disabled person 
etc..

Important Tips
● Do not rush. Work as a team. Handle emblems carefully.
● In regard to serving children, unless they are of a mature age, 

let their parents decide whether they may take communion. 
Quietly refer the matter to them using appropriate gestures etc. It 
is important that all who take part in Communion understand its 
meaning and purpose (cf. Luke 2:51; Eph. 6:1-3; Jude 12; 1 Cor. 
11:17-34].

● Let your prayer/s be uncomplicated, brief and to the point. Try 
and be accurate in your prayers. For example, God the Father did 
not die on the cross for us, Jesus did. We do not come into the 
presence of God during this time for we entered the presence of 
God when we became Christian. When giving thanks it is on behalf 
of the people of God so “we thank you Lord” is more appropriate 
than “I”.

Data Projector Operator

Role



 
The Data Projector Operators are authorised to control the use of the 
computer/data projector whenever it is required to be used for the 
purposes of screen projection, including Video, DVD, Powerpoint and 
Song displays.

Aim
The aim of the DPO is to serve the Lord via serving His people in enabling 
them to clearly read and thus sing the song/hymn being played. The DPO 
is to be as professional as he or she can in timing and presentation.

Preparation
Note on a calendar the days that you are rostered on as a DPO..
If you will be away or unavailable for any rostered day, to arrange a 
replacement and notify the Service Coordinator.

Responsibilities
The DATA operator is responsible for the displaying of lyric slides, images 
and video presentations that correspond to the order and content of 
service on the provided equipment. They are required to work in step with 
the service leader, musicians, speaker and sound desk operator.
 
These responsibilities include:

● To be present and ready for DATA operation and responsibilities 
30mins prior to the service start time and as required when 
doing extra or additional meetings, for the purpose of testing and 
assisting in the checking lyric slides and presentations to ensure 
correct function and order.

● To communicate with the sound desk operator, service leader and 
if necessary speaker regarding required DATA presentations.

● Noting the attendance number during the service between 11.00 
and 11.15 (prior to children leaving for Sunday school) and 
recording attendance number on provided attendance list.

 
Rest in the knowledge that as a part of a ministry team, you play an 
important role in the function of the church service and its continuity, the 
clear communication of the gospel of the Lord Jesus Christ being the goal 



 
of this service position. Your service is appreciated and valued, may you 
enjoy the blessing of serving God cheerfully and grow in the knowledge 
of Him, strengthened by His grace as you diligently apply your skills to the 
task before you.

Sound Desk Operator

Role
The Sound Desk Operators’ are authorised to control the use of the 
Sound Mixing equipment and message recording computer whenever it is 
required to be used for the purposes of recording sermons and controlling 
sound levels and quality.

Aim
The aim of the SDO is to serve the Lord via serving His people in enabling 
them to clearly hear what is being projected through the microphones and 
instruments. The SDO is to be as professional as he or she can in timing 
and presentation.

Preparation
Please ensure that you arrive at the church at 9:00am.
Note on a calendar the days that you are rostered on as a SDO.
If you will be away or unavailable for any rostered day, to arrange a 
replacement and notify the Service Coordinator.

Responsibilities
The responsibility of the sound desk operator is to organize the sound 
system in the facility so that the microphones, amplified instruments and 
sound devices (computers, DVD player ECT) are functional and ready for 
use prior to the service or meeting being conducted. They are required to 
be present and involved during music practice and to work in step with the 
service leader, musicians, speaker and DATA operator in preparation for 
and during the service. They will also be required to record the message 
or presentation using the provided recording equipment if necessary.
These responsibilities include:

● Being present and involved during music practice and ensuring 
microphone and instrument connections correspond to those listed 
on sound desk channels and are functioning correctly prior to 
meeting commencement (during music practice) including radio, 



 
roaming and lectern mics.

● Setting volume levels in cooperation with those speaking, singing 
and the musicians for front of house and fold back speaker 
systems and to check the volume levels from the seating area.

● Providing assistance to the service leader, speaker, singers and 
musicians in preparing their sound requirements where necessary.

● Starting up of the sound desk and DATA computers as well as 
equipment to be used including the projector.

● Checking the song lyric program (presenter) to ensure correct 
songs are listed in display list and are in order and displaying 
correctly.

● Checking the service schedule order list and noting changes where 
necessary also including on it the time and place of power point 
presentations, DVDs, video clips ECT, to ensure preparedness 
and continuity of the service.

● Provide assistance in checking DATA presentations (power point, 
office, DVDs, video clips ECT) before the service to ensure there 
correct playback on front or rear computers or where required.

● To help guest speakers test run their laptops before the service 
and provide DATA and audio assistance if required.

● To operate the recording of the messages each Sunday.
● To fill in the MP3 property box with details of date, speaker, 

message title and Scripture.
 


