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THE GREETER HANDBOOK
We’re glad that you have shown interest in getting involved in one of our Ministry Teams. Please take a few minutes to carefully read The Guest Services Handbook before making your commitment. Please contact the Guest Services Coordinator if you have any questions or concerns. We’re here to help you find your place in ministry. As with every Ministry Team, you are a part of helping to accomplish the vision of Clearview Church.

CHURCH VISION 
To REACH Communities and INTRODUCE people to Jesus Christ

CHURCH MISSION  

Our mission is to SHARE the Love of God, DEVELOP Disciples, EMPOWER people for ministry, and CELEBRATE Jesus together.

 THE PURPOSE FOR THE USHER / GREETER MINISTRY


A. To Welcome Visitors  

First impressions are lasting ones! We want to give a great first impression by welcoming our visitors with friendly and helpful greeters. 


B. To Welcome Regular Attenders   

We want to let our church family know that we’re glad they’re here by greeting them with a smile each time they arrive. 


C. To Offer Information  

We want people to know what’s happening at the church, so we have a weekly bulletin for greeters to hand out. From time to time we’ll have other items that we’ll ask greeters to help us distribute to inform the congregation. We also want our greeters to be ready to give directions and answers to basic questions. The connection table is also part of the Greeters ministry.


D. To Receive the Offering 
QUALIFICATIONS FOR USHER / GREETER 
 

A. Complete or be in the process of completing Diamond Training. There are two Diamond Training Sessions a year- one in the fall and one in the spring.


B. Read The Guest Services Handbook and agree to follow the guidelines. 



C. Meet with the Guest Services Coordinator. 

WELCOME CENTER MINISTRY DESCRIPTION

A. Be prepared to answer basic questions. 



1. Service times

2. Location of KidzTown, Connection table, restrooms, water fountains, café, and basic church information



3. Know the names of church leaders. (See Below)

4. Current announcements and upcoming events (read the bulletin before greeting).

B. Senior Pastor’s Assistant will be keeping bulletins, forms, and all written information updated and in full supply (Work with Pastor’s Assistant to help if any of these things need to be completed.)

USHER / GREETER MINISTRY DESCRIPTION 

A. Arrive at 9:20 and be at the door to greet at 9:30 and continue greeting for at least fifteen minutes after the service has started. 


B. SMILE!  Come to church well-rested ready to greet others. Please be sure to 


assist each person to KidzTown, the restrooms, cafe’, and all applicable places 


within the church.

 
C. Try to touch each person with a handshake, hug, or pat on the back. It takes 7 touches for a person to feel at home.


D. Always offer a bulletin with a sincere smile and a verbal greeting.  


E. Be prepared to answer basic questions.

F. If you unable to serve your scheduled service, contact the Guest Services Coordinator with the name of your replacement (your replacement must be another scheduled Usher or Greeter).  

THE USHER / GREETER APPEARANCE


  
A. For obvious reasons, have fresh breath. You may want to carry mints.


B. Wash your hands before and after greeting.  


C. Wear modest and neat apparel.   


D. Wear your identification tag.  


E. Maintain a friendly posture. Avoid slumping against a wall or door. 

F. Please do not have any beverages or food items while your ushering or greeting. 

THE USHERS / GREETER ATTITUDE 


A. Be hospitable.  

Treat people as royalty and honored guests. Be conscious to show equality to everyone. 


B. Be friendly and cheerful. 

Let people know that we’re glad they decided to come to church. They may be having problems in their personal life, and your caring attitude will express the love of God to them. (Part of our mission)


C. Be positive.  

Our greeters are in the forefront as representatives of the church. Be mindful of the things you say and how you say them. Keep opinions to yourself. If you ever have a complaint, go to the Greeter Coordinator. Always show respect for others and for church leadership. 


D. Have a servant’s heart. 

Be watchful to acknowledge visitors and welcome each person as they come in. Be careful not to engage in extended conversations with anyone while greeting. You can always tell your friends that you will talk to them after the service.

E. If weather is poor, please escort members/guests to the church door with umbrellas from car. Please stand outside under awning. (Umbrellas are provided by the church.)

F. Use a broom (provided by the church) to sweep if foyer needs to be swept. Please be aware of leaves, loose dirt, etc. 

THE USHER RESPONSBILITIES


A. Be ready to receive the offering at the given time in the service


B. There shall be 3 ushers scheduled on a given Sunday

C. Two ushers must sit in the back of the sanctuary for seating of late arrivals, addition of chairs, and increased security. 

D. Once called upon by the stage Pastor, the ushers shall come forward, one in each aisle to receive the offering

E. The passing of the offering buckets will begin after the Pastoral prayer, and the buckets shall be gathered at the end of each aisle


F. The offering buckets shall be gathered and handed to the Head Usher

Thank you for taking the time to read The Guest Services Handbook! Following is a list of Clearview Staff names and e-mail addresses.
Clearview Church Staff

Rob Huffman – Senior Pastor – info@clearviewchurch.info
Carl Porter – Assistant Pastor – carl@clearviewchurch.info
Chad Keeney – Evangelism Director – chad@clearviewchurch.info
Amber Keeney – KidzTown Director – amber@clearviewchurch.info
Ali Gilbert – Senior Pastor’s Assistant – ali@clearviewchurch.info
Rob Kay – Worship Arts Director – rob@clearviewchurch.info
William Gilbert – Multi-Media Director - william@clearviewchurch.info
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