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The Director of Helplink (DH) at Glen Lake Community Reformed Church is a part-time 
(10 hours per week), salaried, non-ordained staff position called by God. The DH is an 
integral and valuable member of the GLCRC ministry team.

This document outlines the principal responsible, duties, and supervisory information for 
the position of DH.  It does not, nor is it intended to, list every task that the DH may be 
required to regularly or periodically perform.  The supervisor along with the Personnel 
Team reserves the right to supersede this job description with written modifications, 
which from time-to-time may be necessary to help GLCRC fulfill her mission “To know 
Christ and make Him known.” To ensure that GLCRC fulfills the mission that God has 
given her, the primary responsibility of the DH will be to equip and empower the ministry 
of Helplink and its volunteers to serve our congregation and community faithfully.

As a member of the ministry team at GLCRC, the staff member should see the position 
as an opportunity to be a shepherd to the flock and not simply a hired hand (John 10: 
7-13).  The DH will work in accordance with the policies, practices, and procedures as 
specified in the GLCRC Employee Handbook.

While no one individual will posses all these gifts for ministry in full, GLCRC’s DH will 
demonstrate competence in all of these areas of responsibility, outstanding ability in 
several, and a commitment to life-long learning and professional development.

PERSONAL RESPONSIBILITY 
As a representative of Jesus Christ, the DH will:
A. Bring honor and glory to the Father, follow Jesus Christ as their Lord and Savior and 

demonstrate the fruits of the Holy Spirit.
B. Cherish, encourage, love, nurture and serve his/her spouse and children and ensure 

they are a priority.
C. Have a genuine Christ-like heart of empathy and love towards the people Helplink 

serves.

LINES OF RESPONSIBILITY 
A. For accountability and evaluation, the DH will work under the supervision of and 

report to the Lead Pastor (LP)
B. The DH will also be supported by a Helplink leadership team which will include at 

least one Deacon.

SPECIFIC RESPONSIBILITIES 
A. Actively promote and define the services Helplink provides to our church body, the 

wider body of believers in the community the Glen Lake School Counselors and the 
community at large.



B. Meet with and cultivate community resources such as the Leelanau County Family 
Coordinating Council, DHS, and the Empire Community Fund

C. Recruit and train Helplink Navigators (people who meet with clients to help them out)
a. Design and implement a training process for new Navigators

D. Ensure client (people who need help) files are held confidentially while at the same 
time making them easily accessible to the Navigator who is working with a Client.

E. Prepare a monthly summary of Helplink Activities for the church’s Consistory 
(leadership team)

F. Create a clear system in which Client needs are gathered, Clients are assigned to 
Navigators, Navigators work with clients, and Navigators follow up with clients.

G. Create and implement boundaries for the ministry of Helplink and the Navigators 
answering the question: “what can we help with and what can we not help with?”

H. Respond to phone calls and e-mails in a timely fashion. 
I. Other tasks as assigned by the supervisor 


