Keystone Community Church 
Student Director Job Description 
Summer/Fall 2026 

Task: Admin 
Measure: Weekly emails to parents and leaders 
Measure: Event emails that are more than just the weekly ones 
Measure: Keep website updated  
Measure: Update Instagram for events and announcements 
Measure: Make the yearly schedule and communicate it for printing 
Measure: Order background checks and check for policy signatures 
Measure: Plan yearly events and communicate with those who host us (12th grade retreat, 8th grade retreat, winter retreat, summer serve trip, spring party) 
Measure: Plan summer events and travel 
Measure: Collect new student info and send welcome cards in the mail 
Measure: Send birthday cards to all students 
Measure: Organize college freshman care package stuff with ENCORE and send out birthday cards to them 
Measure: Search for new game ideas, series ideas, events, music, etc. 
Measure: Manage budget with Michelle & Grant 
Measure: Organize and communicate 5th Sunday serving with Shannon 

Task: Plan weekly Anthem programming 
	Measure: Weekly meetings with Grant for planning & debrief
	Measure: Organize and plan leader dinners twice a week 
	Measure: Anthem security schedule (Grant taking over) 
	Measure: Create leader training schedule 
	Measure: Find new games to bring variety to the games we play 
	Measure: Purchase supplies for games, theme nights, etc. 
	Measure: Hand out roles to leaders for stage responsibilities 
	Measure: Create announcements 
	Measure: Communicate needed graphics to Shannon 
	Measure: Make sure schedule is filled out and communicate it to all involved 
	Measure: Put all needed graphics in planning center so tech is prepared 
	Measure: Plan and prepare teachings – 25% teaching 

Task: Leader Development 
	Measure: Weekly meetings to make sure leaders are prepared 
	Measure: Meet with female leaders once a semester for leader care 
	Measure: Send small group leaders student contact info and keep it updated      throughout the year 
	Measure: Plan seasonal meetings (fall orientation, spring party) 
	Measure: Make sure leaders are growing in their faith alongside students 
	
Task: Lead Worship 
	Measure: Gather band members and collect their schedules each month 
	Measure: Schedule bands twice a week in planning center 
	Measure: Lead worship band devotions before each practice 
	Measure: Lead band practice twice a week 
	Measure: Communicate “auditions” to students who would like to join the band 
	Measure: Lead the worship band twice a week 
Measure: Delegate worship prompts/prayer to others who are willing 
	
Task: Student care 
	Measure: Find time to meet with a student when they ask to meet 
	Measure: Meet/email with parents who ask for extra support 
	Measure: Attend student events when available: 3-4 a year
	Measure: Partner with Paige to help make the 5th grade transition as smooth as possible 
	Measure: Make sure students are growing in their faith (invitation and challenge, theological and applicable) 

Task: Sunday morning Stage  
	Measure: Every 4-6 weeks to communicate Anthem events and other Keystone related announcements  
	Measure: Stand behind next steps desk whenever there is an Anthem announcement to answer any questions 

Task: Teaching and Curriculum Prep 
	Measure: Create a talk based on the current series and deliver that message to students (1-2 times per series) 
	Measure: Until experienced, practice the completed talk in front of Grant and Caitlyn and use feedback to upgrade the teaching 
	Measure: Research series ideas and gather content 

Task: Video 
	Measure: Learn how to both shoot and edit videos 

Keystone Community Church 
655 Spaulding Ave SE, Ada MI 49301
Caitlyn Jachim – caitlynj@keystonecc.org (616-581-4279) 
