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COMMUNICATIONS MINISTRY
Objectives:
Promote UUCM, its news and events to its members and to the public

Create and maintain an attractive, unified image for UUCM

Areas of Responsibility:
The Communications Ministry oversees the following:

Communication to General Public:
News Releases: Created and distributed by Communications Ministry for newsworthy

events and announcements. Distributed to all local press, major dailies and weeklies,

all metro UU churches, local organizations and churches and others as appropriate.

Information submitted by staff, board and ministries. Deadline for submission (for time

sensitive information) is six weeks prior to publication date. Created as needed. Follow-

up calls/pitches to media as warranted.

Media Liaison: Communications Ministry fields media inquiries, interview requests,

etc. and coordinates response with church spokespeople (Minister and Church President).

Advertising: Created and ordered by Communications Ministry. Has included special

event and “church directory” print ads in local weeklies and metro daily. (Program implemented

in 2006 and 2007 using dedicated funds at the discretion of the Communications

Ministry Facilitators.)

Direct Mail: Created and distributed by Communications Ministry. Direct mail pieces

distributed to targeted households. (Has not been implemented to date due to budget

limitations.)

Community Presence/Visibility: Communications Ministry coordinates with other

ministries to ensure UUCM’s participation in appropriate community events and activities to advance UUCM’s visibility in the community.

Communication to UUCM Members and Friends:

“Expressions” Newsletter: Created and distributed by Office Administrator. Contents

include Minister’s column, schedule reminders, DRE column, Board of Trustees column,

President’s column, Ministry news, staff news, upcoming events, other UUCM

and UU news and events. Contents submitted by staff, board and ministries. Deadline

for submission is the third Friday of each month, before noon. Distributed last week of

each month to members and friends as PDF via email, is posted on website and, when

requested, via first class mail. Printed copies also available at church.

Friday Update E-Blast: Created and distributed by Office Administrator. Contents include fast breaking news, event updates and reminders. Contents submitted by staff,

board and ministries. Deadline for submission is Friday before 9:30 a.m. Emailed to

members and friends every Friday.
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Communication to Both Audiences
Website: (www.uucmtka.org) Created and maintained by Communications Ministry.

Web calendar maintained by Office Administrator. Hosted by Ed Wons of JPC Media,

LLC. Contents submitted by ministries and staff. Contents include: Home Page, About

Us, Upcoming Services (as requested by Minister, otherwise static), Upcoming Events,

For Newcomers, Religious Education, Church Activities, Calendar, Church Literature,

Church Leadership (staff and lay), Directions/Contact Us, Related Links. No deadline

for submission but long lead time will increase chances of information being posted in

timely manner. Updated weekly.

Church Bulletin: Created and produced by Office Administrator. Includes Order of

Service and Work of the Church. Contents submitted by staff, board and ministries.

Deadline for submission is before noon on Thursday. Distributed by ushers at all Sundayservices.

Posters: Created and distributed by Communications Ministry to promote special

events, fundraisers, etc. Contents submitted by ministries and staff. Deadline for submission is one month prior to event. Posted throughout church using door magnet system and throughout community as appropriate.

Church Sign: Message maintained by Communications Ministry. Sign maintained by

Facilities Ministry. Message contains service times, Minister’s name, website address,

and tag line.

UUCM Image:

Church Identity: Communications Ministry is responsible for maintaining UUCM’s

identity program. Elements of this program include church logo, color set, fonts, design

elements, tag line, and other identifiers to be used on all public vehicles (including stationery).

Other:

• Recommend editorial policies and procedures for the newsletter, web site, and

other communications vehicles.

Develop an annual marketing and communications plan for UUCM.

Evaluate work yearly and prepare annual report to COM.

Annually prepare and submit budget to the Finance Ministry.

Annually review and revise this position description. Submit any changes.

                                                                                                                                                                      4
COMMUNITY MINISTRY
Serving the needs of the congregation’s members and friends

Areas of Responsibility
Create and support a Caring Team which handles the following tasks:

Recruit volunteers to send cards and make phone calls and visit families in

times of difficulty, i.e. illness, death, recuperation and other crisis.

Recruit and maintain a list of volunteers to help with rides, food, visits, emergency

childcare, etc. Provide a copy of the list to the minister. Consult with minister

to determine appropriate situations for utilizing trained Spiritual Care Associates.

Arrange with minister for life passages to be included in the service and in the

newsletter when appropriate.

Consult with the minister & DRE about who may need caring committee services

(suggest weekly).

Periodically remind members and friends that the Caring Committee services

are available (maintain awareness) so that people are comfortable asking for

help (Expression, Work of the Church).

“Catch” members and staff providing extras and send note of thanks.

In the event of a members death, the minister will make first contact with the

family. Caring will take direction from the minister for follow-up assistance.

Funerals at UUCM – set-up, guest book, usher, clean-up; baked goods, etc.

Create a Childcare Team which facilitates childcare for church activities and is

responsible for the following:

To maintain a list of childcare providers who are available to provide childcare

for the various church activities ( Adult RE and other occasional activities).

To arrange child care providers for scheduled congregational activities, i.e.,

Congregational meetings, Auction, Pledge Drive, Summer Services, etc.

To distribute guidelines to care providers and parents regarding expectations.

To talk through problems with childcare providers as they arise.

To manage the childcare budget.

Create a Coffee Hour Team with the following responsibilities:

Assemble a pool of volunteers to rotate coffee hour duties throughout the year.

These volunteers will prepare and serve coffee and tea, and clean up. Facilitate

the coffee hour by preparing calendar-listing volunteers to serve.
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Facilitate Circle Suppers:
Arrange dates and signup for circle suppers – group dinners in member homes.

Publicize, organize and encourage attendance.

Create Social Functions for the congregation during the calendar year such as

the following:
Congregational potlucks

Congregational picnics

Solstice dinner and UU Fast dinner

Winter Game Night

December Holiday Party

Assist as needed with food/community related activities during pledge drive, 

auction, etc.

Evaluate work yearly and prepare annual report to COM.

Annually prepare and submit budget to the Finance Ministry.

Annually review and revise this position description. Submit any changes.
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FACILITIES & OPERATIONS MINISTRY
Focus Areas: Routine Maintenance

                        Structural Maintenance

                        Interior Space Planning & Design

                        Safety & Environmental

                        Contractors

Detailed Responsibilities

Maintain list of volunteers interested in working on Facilities committee with their skills

and interests.

Identify building repair and improvement issues and arrange for repairs costing less

than $250.00. Submit estimates and plans of more expensive/extensive repairs or projects to the Board for approval.

Maintain supply of general maintenance supplies such as light bulbs, batteries, etc., at

lowest possible cost.

Organize and coordinate “work parties” of church members for non-routine cleaning,

grounds work, and/or building maintenance chores.

Maintain an up to date file of suppliers or repair firms hired, repair dates, quality of

work and other information on the maintenance of the building which might be valuable

in the future. Arrange with Treasurer and bookkeeper for payment.

Arrange for show shoveling, assuring safety of adults and children while on the property. This includes first aid supplies, fire alarms and extinguishers, emergency exits,

health and sanitation standards, air quality, etc.

Coordinate with other ministries to establish conversation and energy use policies. This

includes items such as recycling, use of plastic versus paper products, weather insulation, furnace programming, water usage, etc.

Evaluate work yearly and prepare annual report to COM.

Annually prepare and submit budget to the Finance Ministry.

Annually review and revise this position description. Submit any changes.
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FINANCE MINISTRY
Ensuring financial support for the church

Areas of Responsibility:

                  Auction and other all-church fundraising

                  Endowment

                  Oversight of Finance and Stewardship Committees 

                  Budget process for all ministries

Lead the work of preparing the annual church budget. Invite the Treasurer and President to participate.

Prepare a preliminary budget. Contact committee chairs in January to get their budget

requests. Contact the Board’s Personnel Committee for projected staff costs. Develop

estimates for other budget items.

Present the preliminary budget to the Board at their February meeting (Board may

change this budget, making a proposed budget which is the basis of the Pledge Drive.)

After the Pledge Drive, revise the budget as necessary. Present to the Board at their

May meeting. (Board may change this budget. Board presents budget to Congregation

at the Annual Meeting in May. Congregation may change Board’s proposal. Congregation adopts a budget).

Throughout this process, inform committee chairs of changes to their budgets.

Monitor committee expenditures compared to budget and notify committee chairs of

expenditures that deviate from budget. Encourage committee chairs to turn in expense

reports so they can get reimbursed and the Church can track the cost of its operations.

Count and deposit collections. (The Treasurer is responsible for accounting for funds

once they are deposited.

Advise Board regarding insurance, investments, loans and borrowing.

Track pledge income. Keep pledgers notified of their progress. Advise the Board of

likely pledge shortfall. Estimate shortfall during budget preparation.

Solicit pledges from members who join after the Pledge Drive.

Solicit donations from non-pledging parents of children enrolled in R.E.

Be the primary contact for all insurance purchased by the Church.

Evaluate the work of the committee and present a brief report to the Board at the end

of the church year.
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Create a Stewardship team that leads a stewardship campaign that will sustain the

church for the year.

   The Team that will recruit volunteers, organize events, track and monitor pledging

   through-out the year.

   Canvas the entire congregation including members and friends and solicit pledges.

   Advise the Board and estimate of possible shortfalls during budgeting.

   Enter pledges into data base.

   Send out IRS letters at the end of the year.

   Give Board information about member status as it is collected from canvassers.

   Choose and plan fund-raising events that support the building of community in the

   congregation.

   Develop a case statement that serves as a basis for the Stewardship Communications

   Plan recognizing that Stewardship means the promises we make to one another

   and the commitment we make to each other as a congregation. It’s what creates

   a church community.

Annually review and revise this position description. Submit any changes to Board.
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LIFE SPAN RELIGIOUS EDUCATION MINISTRY
Mission

To be a catalyst and support for spiritual growth, transformation and progressive change within our congregation and the wider community

Overview

The Lifespan Religious Education (LRE) Ministry formulates overall Lifespan Learning goals and objectives with input of Director of Religious Education (DRE), Youth Advisor and congregation. In addition to the Facilitator, there are three working groups:

   Religious Education Team: Classes for children and youth; additional social/learning      

      opportunities

   Adult Education Team: Classes for Adults and Older Youth

   Youth Adult Committee: Youth Events and Youth Leadership

The Facilitator and representatives of each group will meet regularly for communication and to work on common issues.

Annually, the Facilitator and the working groups are jointly responsible for preparing and submitting a budget to the Finance Ministry, and for reviewing and revising the Ministry description.

Adult Education Team
   Focus: Classes for adults and older youth

   Composition: Ideally 2-3 members, selected by current or previous team members    

   with input from the congregation. The DRE is an ex-officio member of this team.

   Responsibilities:

      Provides leadership for the development of comprehensive programs for the    

         congregation. Such programs may be in the form of short courses, lectures,    

         workshops, seminars, film series, or discussion groups

      Promotes adult education initiatives to congregation members

      Research and recommends appropriate curriculum, speakers, workshops,    

         seminars, films, topics for discussion forums.

      Recruits members to teach groups in short courses, lectures, workshops, seminars,    

         film series, or discussion groups.

      Researches and secures external (non UUCM) guest speakers and instructors
      Establishes and maintains a procedure for evaluation of the short courses lectures, 
          workshops, seminars, film series, or discussion groups.

      Recruits volunteer personnel.

      Liaison with administrative staff over room bookings
      Facilitates communication of class offerings: submits class information for the Adult   

      Education seasonal brochures, to the office manager for the calendar, to the 
      communications ministry for the web site, creates fliers, etc.

      Arranges child care for adult education classes.

      Evaluate work yearly and present a brief report to the LRE facilitator at the end of 
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Religious Education for Children and Youth Team (RE Team)
Focus: Classes for children and youth; additional social/learning opportunities

Composition: Ideally 4-6 team members, selected by current or previous team members with input

from the congregation. A chairperson or co-chairs are selected by team members. The DRE is an

ex-officio member of the RE Team.

Responsibilities:

Recommends team goals and budget

Evaluates child and youth classes and activities

Oversees, recruits/trains volunteers for Mystery Friends, Chalice Keeper training, Greeters, Festival Pageant for Winter Holidays, Volunteer Appreciation, RE Classroom

Clean-up and Decorating

Previews and gives feedback about curricula recommended by DRE

Assists DRE in administration & operations; recruiting; training, supporting class leaders

Plans & publicizes calendar of activities, coordinated with other ministries 
With DRE recommends policies to insure health & safety of congregation participants

Promotes involvement in PSD and UUA conferences, training & other activities

Evaluate work yearly, present brief report to LRE facilitator at end of the church year.

Youth Group

Focus: Youth Fellowship, Social Action, Leadership Activities beyond Sunday classes.

Composition: All 7th – 12th grade youth led by the Youth Advisor and adult chaperones.

Responsibilities:

Meet weekly, primarily on Wed. evening, for regular youth group meetings, activities.

Approve and edit calendar of activities planned by the Youth Advisor. Special activities frequently include, Kick-off, Axeman fieldtrip and construction contest, Halloween Party for families, SleepOut for the Homeless, Coffee House, Ridgedale Scavenger Hunt, Variety Show, Annual Youth Retreat, City-wide event, Prairie Star District and Unitarian Universalist Association events.

Plan and help facilitate Annual Youth Retreat

Provide input to the RE Team regarding the youth RE classes and leader recruitment when they or RE Team/DRE have concerns/questions.

Recommend policies specific to youth activities when they or RE Team have concerns.
Evaluate activities regularly. The YA will present a brief report on Youth Group to the LRE facilitator at the end of the church year.

Plan and help facilitate Annual Youth Retreat

Provide input to the RE Team regarding the youth RE classes and leader recruitment when they or RE Team/DRE have concerns/questions.

Recommends policies specific to youth activities when they or RE Team/DRE/YA have concerns/questionsCYP.

Evaluate activities regularly. The YA will present a brief report on Youth Group to the LRE facilitator at the end of the church year.
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MEMBERSHIP MINISTRY

Vision

• To welcome visitors and prospective members to UUCM.

• To reach out to visitors and invite them to get connected and involved.

• To offer a clear pathway for becoming a member.

• To get NEW members connected and involved.

Areas of Responsibility:
Greeters

• Recruit, schedule and train Greeters (1 for 9:00 and 2 for 11:00 Service, 1 for 10:00

Summer service)

• Communicate with visitors - introduce them around following the service, send an

email/note, send info on upcoming activities

• Keep visitor’s table organized and stocked with Membership information

Pathway for Becoming a Member

• Schedule, set-up and help facilitate UU 101 sessions – currently is 2 Saturdays,

where the history of UU; History of UUCM; and how to participate at UUCM is reviewed/

discussed - 2/year

New Members

• Schedule New Member Recognition Sunday and Present Chalice Pin to New Members at the service - 2/year

• Facilitate a New Member celebration (dinner or cake) - 2/year

• Post new members photos/bio at the church

• Direct them get into the Online Church Directory

Annual Clarification of Membership

• Work with Office Administrator and Stewardship Ministry to clarify Membership/

Participation Status, annually

• Add additional communication touch-points with visitors as more members join the

Membership Ministry (and more members join and become active in the church)

• Exit Interviews when a member resigns

Evaluate work yearly and present a brief report to the Board at the end of the church

year.

Annually prepare and submit budget to the Finance Ministry.

Annually review and revise this position description. Submit any changes to Board.
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SOCIAL JUSTICE MINISTRY
The SJM is the forum through which ideas for serving the local community and the internationalcommunity are generated, the projects started.

As a result of the Empowerment Weekend in September 2009, three main focus

groups have been identified to work on issues associated with the following subjects:

1) environment 2) GLBT issues and 3) health care. Of those focus groups, the environment one has been the most active. All the focus groups need more active members. Within the next few months, the congregation will have the opportunity to identify more focus groups.

Besides these focus groups the SJM has identified a major activity in conjunction with

IOCP and that is Adopt-a-Neighborhood. This is a project that provides a monthly dinner

to one of several housing areas in Plymouth and helps IOCP work with families on

issues of student homework, finances, job searches etc. Our plan is to join forces with St Edwards Episcopal Church to do this on a monthly basis starting in the fall. We also have helped find workers for Habitat for Humanity projects and to find volunteers for the Hennepin County Homeless Connect project held twice a year.

Areas of Responsibility
Coordinate environmental aspects of the church with Facilities & Operations Ministry

(conservation & recycling)

Be aware of and inform others about activities of such groups as: Interfaith Outreach

and Community Partners (IOCP), Unitarian Universalist Service Committee (UUSC),

UNICEF, Amnesty International, Foundation for Global Community, and Habitat for Humanity.

Serve as a clearinghouse for ideas (generated internally or externally) for special projects we might want to undertake either as a small group(s) or as a whole church.

Take responsibility for carrying out chosen projects to completion.

Establish and publicize programs/curricula calendar.

Work with the Lifespan Learning Ministry to give background information on projects

that they may wish to pursue.

Work with the Worship Ministry on programs which the two Ministries may deem suitable.

Maintain a working liaison with IOCP and UUSC.

Evaluate the work yearly and present a brief report to the Board at the end of the church year.

Annually prepare and submit budget to the Finance Ministry.

Annually review and revise this position description. Submit any changes to Board.
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WORSHIP ARTS MINISTRY

Objectives:
Coordinate and oversee all aspects of worship, particularly on Sunday mornings and

regularly scheduled worship services at other times. Responsible for all services when the minister is not working, especially in the summer.

Pay attention to other areas related to worship, including

   Building aesthetics

   Music coordination for services, both pianist and other music

   Concerts to raise funds in support of Worship services

   Manage the sound equipment and technical specialists

   Organize ushers for all services

Areas of Responsibility:
Worship:

Prepare the calendar for all Sunday Services for the year in coordination with the

minister and other interested committees, particularly LRE.

Recruit speakers for those Sundays when the minister is not in the pulpit.

Coordinate topics, speakers, and music for all Sundays both when the minister is

and is not in the pulpit.

Monitor the logistics of the Sunday services to be sure the services run smoothly,

both operationally and spiritually.

Music and Sound:

Work with the Music Director, Minister, Sunday Service Committee, RE Director

and committee to promote and coordinate the musical program at UUCM.

Ensure there is a qualified person to run the sound equipment for every service.

Aesthetics:

Coordinate building aesthetics, including sign-ups for floral arrangements, and

other decorations, for worship services

Ushering:

From a list of members and friends, prepare a schedule for ushering at Sunday

Services.

A copy should be posted in the ushering basket, the North Room with the coffee

assignment list, another given to the Newsletter Editor and to the Administrator.

Consult with the Kitchen/Coffee Committee for coordination with thought about

repetitions from the previous year especially during the holidays.

Provide a short list of substitute ushers that scheduled ushers can call.
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2011-2012 Church Council Facilitators
Communications Ministry

Stephanie Wallingford

6694 Kara Drive Eden Prairie, 55346

(H) 952.769.7801

swallingford@lmc.org 
Community Ministry
Deanna Johnson

14816 Glendale Road Mntka 55345

(H) 952.935.2249

deannaleejohnson@comcast.net

Facilities & Operations Ministry

Pete Connors

15120 Ironwood Court Eden Prairie 55346

(H) 952.934.7131

connorspm@aol.com
Finance Ministry

Michael Gower, Treasurer

8344 Shadow Creek Drive MG 55311

(H)763.420.6644

msgower@comcast.net
Life Span Religious Education Ministry

Julia Antonsen

2212 Centerview Lane Mound 55364

(H) 952.472.6081

janton@frontiernet.net Membership Ministry

Janna Sundby

3587 North Shore Drive Orono 55391

(H) 952.471.7752

jannasundby@yahoo.com
Social Justice Ministry

John Crosson

2905 Walnut Grove Lane Plymouth 55447

(H) 763-473-0945

crossonjohnt@aol.com
Worship Arts Ministry

Diana Allen

#344 10113 34th St. Mntka 55305

(H) 952.546.1603

uudiana@yahoo.com                                                              [image: image2.emf]
