
 
 

HOSPITALITY TEAM MEMBER 
 
 

 
 

MISSION STATEMENT: 

 
Creating an inviting and comfortable environment where all people can engage with the gospel of Jesus Christ 

 

REPORTS TO:  

● Hospitality Lead 

 

EXPECTATIONS: 

● First impressions: 

○ Serve every scheduled Sunday, with the exception of sickness or emergency circumstances. 

○ Arrive 15 minutes prior to scheduled serving time. 

○ Strategically place yourself near the door or Connections Table in order to meet guests. 

○ Welcome everyone and pursue conversations with guests. 

○ Avoid getting caught up in “holy huddles” during time serving. 

○ Show people to different areas of the building, as necessary. 

● Refreshments: 

○ Serve every scheduled Sunday, with the exception of sickness or emergency circumstances. 

○ Arrive 15 minutes prior to scheduled serving time. 

○ Prepare coffee and refreshments. 

○ Prepare communion 

○ Set up refreshments table in the lobby. 

○ Keep refreshments table clean and stocked throughout the morning. 

○ Clean up all refreshments table, coffee, and treats after the worship gathering. 

 

TIME INVESTMENT: 

● First impressions:  1 hour per month (includes serving once per month) 

● Refreshments:  2.5 hours per month (includes serving once per month) 

 

COMMITMENT: 

● One year 

 

PREREQUISITES: 

● Be 13 years of age or older 

● Familiar with Connections Table (greeters) and/or kitchen equipment (refreshments) 

 

COMPETENCIES: 

● Able to set up refreshments station and prepare communion (refreshments), as well as set up the Connections Table 
(greeters) 

● Capable of holding a meaningful conversation with guests and regular attenders 
● Can extend hospitality so that others to feel comfortable and welcomed  

 



 
 

 FIRST IMPRESSIONS INSTRUCTIONS 
 
 INSTRUCTIONS: 

● Please arrive 15 minutes early to set up the foyer sign and connections table.  
o The tablecloth, foyer sign, pens, and literature are all in the coat closet. 

 
● Once you have finished setting everything up, greet people and hold the door for them, standing to the side of the 

front door floor mat. 
 

● In your conversations, director visitors towards the connections table for more information about Elmwood. 
o Don’t forget to let parents know they can sign their kids in at the computer near the double doors to 

the kid’s wing. 
 

SETUP PICTURES: 
FOYER SIGN EXAMPLE: 
 

 
 
CONNECTIONS TABLE EXAMPLE: 
 

 



 
 

 REFRESHMENTS & COMMUNION PREP INSTRUCTIONS 
 

SET-UP: 
● Please arrive at Elmwood on Sunday morning by 9:40 am to be able to get everything ready. If it is a 

communion week (the first Sunday of each month), then please arrive by 9:30 am. 
● When you arrive, the 60-cup percolator should already be percolating with regular coffee! 
● Make one pot of decaf coffee using a “household” coffee maker.  This takes about 20 minutes. 
● Fill electric hot water kettle with water and turn on.   
● While coffee is brewing and water heating, stock cart: 

1. Coffee cups/lids 
2. Creamers/sugars/stir sticks 
3. Pitcher of ice water, juice (only if it was donated) -check fridge 
4. Dixie cups for water/juice 
5. Basket of teas/hot cocoa/hot cider packets 
6. Beverage napkins 
7. Four black drip trays  
8. Tray of cookies/treats (only if they were donated) -check fridge 

 
NOTE: Please make sure to label any potential allergens in food that is served. It is recommended that you 

keep any package labels close so you can reference them if anyone asks.  
 
● When regular coffee in 60-cup percolator is ready (red light will be on), fill the two “regular” air pots. 

When decaf coffee and hot water are ready, fill “decaf” and “hot water” air pots.  Then put on cart. 
● Put any remaining regular coffee into a glass carafe from one of the household coffee makers and place 

on hot pad on cart for refilling air pots.  Then unplug 60-cup percolator so it will be cool enough to rinse 
later. 

● Bring cart to coffee bar area in main foyer and set up.  Make sure air pots are on the piece of marble (not 
the wood) and drip trays are used to prevent water damage to wood.  Water pitcher and hot water can sit 
on square piece of marble at the end.  Hide cart in the coat closet after setting up. 

REFRESHMENTS SETUP EXAMPLE:  
 

 



 
 
DURING COFFEE & CONNECTIONS TIME: 
● Periodically check if anything needs refilling or restocking. Extras can be stored behind coffee bar 

counter or on cart.  If there are no cookies/treats left then tray can be removed. 

 
CLEAN-UP: 
● Put everything back on cart.  Double check bar area is clean from spills/crumbs and clean area if needed. 
● There is a small carpet sweeper in the closet you can use to take care of small messes on the carpet. 
● Bring cart back to kitchen.  If there is extra coffee in the air pots and any leftover treats, these can be left 

on the cart for the Spanish church.  (If air pot is empty, rinse and put away). Put everything else (paper 
products, juice, drip trays, sugars, creamers, tea/cocoa, etc.) away.  Dump and rinse air pots, hot water 
kettle (leave lids popped open to dry), water pitcher, and coffee pots and put away.   

● Dump grounds from 60-cup percolator and rinse percolator out, then put away in cupboard. 

 
NOTE: Please rinse out the silver airpot coffee urns using hot water and make sure that you do not 

immerse the airpots!  
 
COMMUNION PREPARATION: (First Sunday of each month) 
1. Gather enough stackable communion trays and bread dishes (about 3 trays and 2 plates) from the 

bottom cabinet to the left immediately as you enter the kitchen. Along with this, please grab the matzo, 
two cloth linens, the mini communion cups, and the plastic basket liners located in that cabinet as well. 
The grape juice for communion is located in the refrigerator. 

2. As you go down that row of cabinets you will also find the juice dispenser that you will need. At the end of 
that row of cabinets, up top, are baskets. Please get two of those down. 

3. Gently break the matzo into 2-inch pieces into the dishes, counting as you go. You will need 
approximately 120 pieces (60 per dish). 

4. Fill the communion trays with the serving cups and using the juice dispenser, fill the cups approximately 
half way.  

5. Once you have done the steps above, stack the communion trays and cover the top one, lay a linen over 
the dishes and bring the elements out to the altar in the sanctuary.  

6. Place two baskets, covered with the liners, on the supports located near the front of the pews.  
7. Clean up anything leftover in the kitchen and proceed to preparing the coffee if you haven’t already. 
8. After the service is over, please check around in the sanctuary and collect any communion cups that have 

been placed in the back of the pews. Get the serving trays, baskets, and dishes and after cleaning them as 
necessary, return them to where you originally got them. 

 
 
 
 
 
 



 
 

HAVING A MEANINGFUL CONVERSATION 
 

Small talk is hard at times, isn’t it? Even if you enjoy talking to new people it can be awkward, and if you’re an 
introvert, then it can be downright terrifying. But here’s the deal: The Bible commands us to gather together and 
therefore, conversations are a near certainty (Hb. 10:25). So if that’s the case, it’s important that we’re thoughtful 
about the ways we’re engaging in conversations, because you never know how God might use those five minutes of 
Spirit-led, loving conversation on a Sunday morning to draw somebody towards His Son. In this module, were going 
to give you a tool that you can use to be a vessel of God’s love to anyone that walks through the doors at Elmwood 
Church. 

 
WATCH THIS:  
https://www.youtube.com/watch?v=Xs81lbTk8Kw 

 
REFLECTION QUESTIONS: 
Take a moment to prayerfully reflect on the article that you read and answer the questions below: 
 

1. As you consider the gospel, talk about why you should genuinely care about each and every person that you 
have a conversation with. 

 
 

2. How might somebody feel if you address them by their name? What does doing this say about the way that 
we value somebody as a valued guest at Elmwood? 

 
 

3. Give some examples of what you might say to either affirm somebody in a conversations and/or draw more 
information out of them in showing that you care about what they are talking about? 

 
 

4. What are some habits you have when it comes to your body language that communicate a lack of care to 
others? What are you going to do to change that habit? 

 
A TOOL FOR THE ROAD: 
Here’s an acronym to put into practice as you seek to show others the love of Christ in conversation: 
 
F: Ask follow up questions to what somebody shares so that they know you’re listening.  
A: Affirm the person’s experience, both through your body language and through words of encouragement. 
N: Remember the guest’s name. If you want a real challenge, try to remember one thing about them. 
 
 
 

 

https://www.youtube.com/watch?v=Xs81lbTk8Kw


 
 

BEING HOSPITABLE 
 

Have you ever been in a situation where you felt like an outsider? Maybe you didn’t know the people around you 
or you didn’t know where to go. Well, if you have then you know that those moments are not only uncomfortable, but they 
certainly don’t encourage you to come back to that place. Elmwood Church has been blessed with a spectacular building in 
an excellent location, and we want to steward that gift well. Part of that stewardship means that we not only consider how 
the Elmwood building makes us feel, but how it impacts our visitors and guests for the sake of the gospel. As we dive into 
this module, our goal will be to think critically and with a charitable heart towards how we can be the hospitable people 
God calls us to be (Hb. 13:2).  

 
WATCH THIS: 

https://www.youtube.com/watch?v=Cb1KoTh66ig 
 

While this video is indeed entertaining, there is a level of truth to what the narrator is pointing out. As we get 
invested in a church community and become comfortable with where they gather on Sundays, it becomes easy to assume 
that we are hospitable or friendly since we are already “plugged in.” What we must realize, however, is that our guest’s 
experience at Elmwood is not the same as ours. Therefore, we must put ourselves in their shoes in order to make sure we 
are not creating unnecessary barriers to faith in Christ. Below are three steps you can take to begin practicing hospitality: 

 

STEP 1: INTEND 
 
Hospitality isn’t just something we do, it’s a posture that we take because God has brought us in even when we did not 
deserve it (Jn. 1:12; Rom. 5:8). 

 
APPLY: Consider the love God has for every guest at Elmwood and seek to be an ambassador of that love. 

 

STEP 2: INFORM 
 
God has graciously revealed Himself to us through His written word and ultimately in the living Word, Jesus Christ (Hb. 
1:1-2). He has not left us in the dark and we should not leave our guests in the dark when they come to Elmwood.  

 
APPLY: Let guests know where they can find coffee, the restrooms, and info on the connections table. 
 
PRINCIPLE 3:  INVITE 
 
God didn’t simply tell us who He is, but took the initiative in making a way back to Him through His Son (Jn. 3:16). As a 
response, we should be intentional not only inform people about Elmwood, but invite them into relationship. 
 
APPLY: Introduce yourself to people who are alone and invite them to sit with you. 
 
 
 

Material adapted from Becoming a Welcoming Church by Thom S. Rainer 

https://www.youtube.com/watch?v=Cb1KoTh66ig

