
JOB TITLE: OPERATIONS EXECUTIVE 

MINISTRY AREA: Executive 

EMPLOYEE NAME: Open 

REVISED DATE: 3/10/2026 

CLASSIFICATION: Full-Time Exempt 

ACCOUNTABLE TO: Senior Executive Pastor 

OUR MISSION 
The mission of Pine Hills Church (PHC) can be expressed in three words: BRING (1 Tim 2:4), BUILD (Luke 10:27), and SEND (Matthew 28:19). We 
aim to bring people to Jesus, build people to live like Jesus, and send people out to multiply like Jesus. Our values are Bible-driven, Jesus-centered, 
and Spirit-led. Our mission and values are the lenses through which we view and evaluate our ministries. 

VISION & PURPOSE OF ROLE 
The Operations Executive will oversee the overall administration, organization, and operations of the church. The Operations Executive will work 
closely with the Leadership Team in the area of finance, HR, and legal, and is responsible for allocating resources to enable and enhance effective 
ministry. The Operations Executive provides direct oversight and leadership for the church's business affairs and supervises staff leading areas such 
as Campus Services, First Response, facilities, IT, Compass Café, and retail. 

POSITION ESSENTIAL FUNCTIONS & RESPONSIBILITIES 
OPERATIONS MINISTRY LEADERSHIP 

 Supervise and lead the Operations Ministry, which includes our facilities, HR, IT, Café, and Business Office departments.

HR, STAFF DEVELOPMENT, & CARE 

 Frequently interact with and invest in the spiritual, emotional, and professional growth of direct reports.

 Oversee HR systems and processes to maintain organizational clarity, equitable compensation, and alignment with established
policies and procedures. 

FINANCIAL MANAGEMENT & COMPLIANCE 

 Oversee the process that ensures that GAAP principles are always maintained. This includes separation of duties, record retention,
adherence to proper payroll procedures, and verification that all income and expenses are properly accounted for and safeguarded.

 Oversee and verify financial reports.

 Oversee the year-end financial review and AUP.

 Prepare, administer, and review the annual MAP process in collaboration with the Leadership Team.

FACILITIES, PROJECTS, & TECHNOLOGY OVERSIGHT   

 Work closely with the Senior Executive Pastor during the fundraising, design, and construction stages of PHC’s projects.

 Oversee major projects that impact the building, facilities, and technology when needed.

CHURCH PLANTING SUPPORT & COLLABORATION 

 Meet with and support church planters around administrative, financial/budget, and software needs.

EDUCATION AND/OR EXPERIENCE 

 A Bachelor's degree is desired. 

 Must fulfill mandatory FEC licensing requirements.

 Experience serving in a 1,500-plus-size church preferred. 

 Must have 5 years or more of pastoral leadership and operational leadership experience


