
 
 

JOB DESCRIPTION 
Job Title Director, Groups 
Position reports to: Senior Director, Family Ministries 
Department: Family Ministries 
Level: Part Time 
Date Prepared: 12/2025 
 

 

I.​ Purpose of the Job: 

The Director, Groups will take the reins of Citygate Groups, driving administration, coordination, and 
day-to-day affairs. Being spiritually mature in shepherding and fostering small group ministries is the 
catalyst for building spiritual maturity and community within the congregation.  

II.​ Essential Functions and Responsibilities: 

●​ Weekly Responsibilities (before Sunday) 
●​ Manage day-to-day functions and integration of the Citygate Groups  
●​ Oversee, coordinate, and implement plans for recruiting new leaders, hosts and coaches 
●​ Leadership development and leader retention to sustain growth in all hubs. 
●​ Facilitate and oversee Citygate Group interviews. 
●​ Ensure all Citygate Groups materials and campaign items are ordered, received and 

available for semester launch (banners, Coach’s playbooks, Leadership Training Manuals, 
etc.). 

●​ Oversee and manage Citygate groups’ data administration, including but limited to the 
Groups Database, Rock RMS and through end of semester Survey. 

●​ Be ready to provide steps to receiving care for hosts and participants 
●​ Maintain Groups budgets for each campus 
●​ Monitor and report monthly defined measurables. 

●​ Sunday Responsibilities  
●​ Engage with possible new hosts as well as encourage current hosts 
●​ Serve as a Culture Carrier  

●​ Monthly Responsibilities . 
●​ Create a monthly serve and meeting schedule for the department. 
●​ Monthly training with your department to train, cast vision, and build community 
●​ Stay 4 months ahead on up and coming church and community events 
●​ Nominate and celebrate Crew Leaders and members monthly  

●​ Special Events Responsibilities  
●​ Oversee 3 semester launches each year 
●​ Be present and available to lead and or serve with any Citygate event  

 

 

 

 



III.​ Experience and Knowledge Required: 
●​ Valid Driver's license 
●​ High School diploma or equivalent 
●​ 2-3 years of high-level leadership experience 
●​ Excellent verbal and written communication skills as well as time management 
●​ Superior interpersonal skills working with a variety of people from Crew members to parents to 

kids. 
●​ Must be able to lift 10 lbs 
●​ The ability to think and act independently with a high degree of professionalism, discretion, and 

confidentiality 
●​ Self- Motivated with the ability to work without supervision and able to set & achieve goal 
●​ Must possess basic computer skills 
●​ High proficiency in Microsoft Office, Google Drive, Planning Center and Rock RMS preferred. 
●​ Ability to receive and understand vision and ensure execution and quality  
●​ Able to adapt and lead through change with enthusiasm and a positivity  
●​ Ability to communicate detailed instructions, and the ability to supervise multiple projects 

effectively 
●​ Demonstrates exceptional composure under pressure 
●​ Experience with problem solving and conflict resolution 
●​ Ability to create, analyze and maintain systems and project budgets 
●​ Experience in casting vision on how to communicate the Gospel through various means to 

children at various ages. 
●​ Ability to articulate and implement the vision of Citygate Church. 
●​ Demonstrated understanding and commitment to working in culturally diverse settings.  

 

IV.​ Core Values in Daily Life: 
●​ Attitude of Honor- Show reverence to God and others by practicing stewardship, pursuing 

excellence, and embracing a lifestyle aligned with the Citygate Honor Code. 
●​ More Requires More- Demonstrate a servant's attitude by prioritizing unity, actively contributing, 

and demonstrating unwavering commitment to establishing a culture aligned with Kingdom 
principles. 

●​ Take the Limits Off- Pursue spiritual growth through the gifts of the Holy Spirit, foster a mindset of 
creative and innovative thinking to dream big dreams and take big risks. 

●​ Loyal to the Future- Clearly called by God to embrace and advance Citygate Church's vision, 
demonstrate loyalty through generous contributions of time, talent, and resources to shape the 
future of our local body of Christ. 

 

Employee Signature: ___________________________________________    Date: ___________________________ 

 

Printed Name: _________________________________________________ 
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