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Ministry Guidebook 

SAINT MARK UNITED METHODIST CHURCH 

616 Quincy Road  -  864-882-2603 

Seneca, South Carolina   29678 

www.smumcsc.org 

The Mission of  Saint Mark United Methodist Church is  
“To Be and Make Disciples of  Jesus Christ.” 
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General Information 

Church Office: 864-882-2603 

Fax: 864-882-2281 

Saint Mark website: www.smumcsc.org 

Address: 616 Quincy Road, Seneca, SC 29678 

 

Saint Mark Staff   

  

Rev. Todd Davis, Senior Pastor…………………………………………….tdavis@smumcsc.org 

Rev. Shawna Darnall, Associate Pastor & Minister of Faith Formation………...sdarnall@smumcsc.org 

Maria Bowers, Minister of Family Outreach……..……………………………...mbowers@smumcsc.org 

Kristine Montgomery, Director of  Media and Communications….kmontgomery@smumcsc.org 

John Glenn, Celebrate! Service Worship Leader………………………………....jglenn@smumcsc.org 

Laura Ritter, Director of Music Ministry………………..………………………..lritter@smumcsc.org 

Karen Holcombe, Operations Manager………………………………kholcombe@smumcsc.org 

Jens Holley, Administrative Assistant………………………………..churchoffice@smumcsc.org 

Becca Williams, Child Development Center Director………………...cdcdirector@smumcsc.org 

Donna Jaynes, Facilities Manager…………………………………………djaynes@smumcsc.org 

Jimmy Hornsby, Sexton 
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/ƻƳƳƛǧŜŜ !ǊŜŀ ƻŦ CƻŎǳǎκ
wŜǎǇƻƴǎƛōƛƭƛǘȅ 

bƻǊƳŀƭ aŜŜǝƴƎ 
5ŀȅ ϧ ¢ƛƳŜ 

/ƘŀƛǊǇŜǊǎƻƴόǎύ 

[ŜŀŘŜǊόǎύ 

  

!ǎǎƛƎƴŜŘ {ǘŀũ  
aŜƳōŜǊόǎύ 

/ƻǳƴŎƛƭ ƻŦ {ǘŜǿŀǊŘǎ Main Ministry Approval 
& Coordination Group 
for SMUMC (Including  
Program Plans &  
Budgets) 

Meets on 4th Mon-
day evenings  every 
other month at 6:00 
pm beginning in 
January 

Jeff Weicksel Todd Davis 

[ŀȅ [ŜŀŘŜǊ Seeks to provide  
leadership to overall 
ministry of Saint Mark, 
to vitally represent 
needs & interest of the 
church family to the 
elected & staff  
leadership 

Member of COS, 
SPRC, Finance, and 
Committee on Lay 
Leadership 

Gary Baker Todd Davis 

[ŀȅ aŜƳōŜǊǎ ǘƻ !ƴƴǳŀƭ 
/ƻƴŦŜǊŜƴŎŜ όсύ 

Represent Saint Mark 
UMC at the annual 
meeting of United Meth-
odists in SC  & relay deci-
sions & ministry oppor-
tunities back to the con-
gregation 

Annual Conference 
Session in Florence  
in June; COS 
meetings; One 
member to Finance 
& one to SPRC 

SPRC Representa-
tive—Curt Evatt 
 
 
Finance Repre-
sentative—Jens 
Holley 
 

Todd Davis 

aŜƳōŜǊǎ ŀǘ [ŀǊƎŜΣ  
/ƻǳƴŎƛƭ ƻŦ {ǘŜǿŀǊŘǎ 

Represent membership 
of congregation in  
decisions, discussion & 
ministry planning of 
COS; Serve as advocates 
to speak positively about 
ministry of Saint Mark to 
membership 

Meets on 4th Mon-
day evenings every 
other month at 6:00 
pm beginning in 
January 

  Todd Davis 

¦ƴƛǘŜŘ aŜǘƘƻŘƛǎǘ  
²ƻƳŜƴ 

Mission group of women 
of all ages which  
includes fellowship & 
study 

Various Dates; 
Often First  
Mondays/School 
Year Months/
Planning Team 
Meetings 

Janet Figueroa Todd Davis 

Ybh²LbD  
/hhw5Lb!¢hw 

Ministry areas which 
help others know about 
& be introduced to 
GodΩs love both inside 
but especially outside of 
the Saint Mark Family 

At least Quarterly as 
Called/ Area  
Coordination 
Meetings 

Beth Baker Todd Davis 
Shawna Darnall 
Laura Ritter 
John Glenn 
 

[9!59w{ILt 59±9[hta9b¢ th{L¢Lhb  

59{/wLt¢Lhb {¦aa!w¸ {I99¢ 
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/ƻƳƳƛǧŜŜ !ǊŜŀ ƻŦ CƻŎǳǎκ
wŜǎǇƻƴǎƛōƛƭƛǘȅ 

bƻǊƳŀƭ aŜŜǝƴƎ 
5ŀȅ ϧ ¢ƛƳŜ 

/ƘŀƛǊǇŜǊǎƻƴόǎύ 

[ŜŀŘŜǊόǎύ 

  

!ǎǎƛƎƴŜŘ {ǘŀũ  
aŜƳōŜǊόǎύ 

Ybh²LbDΥ 
²ƻǊǎƘƛǇ ¢ŜŀƳ 

Planning, Execution & 
Coordination of Worship 
Services 

Called by Chairper-
son as needed.  
Workdays for Lent 
& Advent 

Sally Boggs Todd Davis 
Shawn Darnall 
Laura Ritter 
John Glenn 
Kristine Montgomery 
  
  

¢ŜŎƘ ¢ŜŀƳ ό²ƻǊǎƘƛǇύ Prepare, operate and 
maintain audio/visual/
computer equipment for 
worship 

Scheduled Weekly 
Service 

Russ Poston 
Anna Baldwin 

John Glenn 
Laura Ritter 
Kristine Montgomery 

9ǾŀƴƎŜƭƛǎƳ ¢ŜŀƳ Planning, execution & 
coordination of minis-
tries and programs to 
welcome and involve 
new persons into the 
congregation 

Called by chairper-
son as needed—
traditionally on 
Monday or Tuesday 
evenings 

Ann Collins Todd Davis 

IƻǎǇƛǘŀƭƛǘȅ ¢ŜŀƳ Responsible for assign-
ing greeters at each wor-
ship service on Sun-
days.  Coordinates re-
freshments in the Atri-
um for fellowship time 
following early wor-
ship.  Assists with hospi-
tality at church events as 
requested 

Called by Chairper-
son as needed 

Jane Poston Todd Davis 
 

Dwh²LbD /hhw5Lb!¢hw Ministry areas which 
help all persons, inside 
and outside of the Saint 
Mark family, grow, be 
nurtured and develop 
GodΩs love more fully in 
their lives. 

At least Quarterly as 
Called/ Area  
Coordination 
Meetings 

Bob Dobson Todd Davis 
Maria Bowers 
Shawna Darnall 
  

Dwh²LbDΥ 
CŀƳƛƭȅ aƛƴƛǎǘǊƛŜǎ ¢ŜŀƳ 

Planning, Execution & 
Coordination of  
ChildrenΩs Activities 
(Ages Birth-5th Grade) 
Planning, Execution & 
Coordination of Youth 
Activities (Grades 6-
College) Coordination of 
Faith Formation Activi-
ties for adults. 

Called by Chairper-
son as needed  

TBD Maria Bowers 
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/ƻƳƳƛǧŜŜ !ǊŜŀ ƻŦ CƻŎǳǎκ
wŜǎǇƻƴǎƛōƛƭƛǘȅ 

bƻǊƳŀƭ aŜŜǝƴƎ 
5ŀȅ ϧ ¢ƛƳŜ 

/ƘŀƛǊǇŜǊǎƻƴόǎύ 

[ŜŀŘŜǊόǎύ 

  

!ǎǎƛƎƴŜŘ {ǘŀũ  
aŜƳōŜǊόǎύ 

bǳǊǎŜǊȅ ¢ŜŀƳ Assess needs, materials, 
supplies, cleaning and 
maintenance of all 
nursery and pre-school 
areas along with  
appropriate policy  
decisions 

 As called Julia  Beaman Shawna Darnall 

/5/ {ǘŜŜǊƛƴƎ  
/ƻƳƳƛǧŜŜ 

Policy & Guidance Group 
for Child Development 
Center rules,  
regulations, facilities, 
staff 

Called by Chairper-
son as needed 

Becky Hazelwood Becca Williams 
Todd Davis 

[ƛōǊŀǊȅ ¢ŜŀƳ  Policy, promotion &  
execution of library  
materials and usage;  

Called by Chairper-
son as needed 

Emily Sluder 
 
 

Todd Davis 

/ƘǳǊŎƘ IƛǎǘƻǊȅ ¢ŜŀƳ Maintain historical rec-
ords of Saint Mark; Cata-
log & present  historical 
items of Saint Mark 
Church especially at 
Saint Mark Festival  

As called Joyce Carney Todd Davis 

     

CŀƛǘƘ CƻǊƳŀǝƻƴ  
/ƻǳƴŎƛƭ 

Planning, Execution & 
Coordination of Adult 
Spiritual Formation Ac-
tivities  

Called by Chair- 
Person (s) 

Pat Reynolds Shawna Darnall 

9ƭŘŜǊōŜǊǊƛŜǎ Plan social events and 
educational opportuni-
ties for persons 55+, 
including monthly activi-
ties, monthly Lunch 
Bunch (4th Tuesdays at 
noon) and relevant sem-
inars and workshops.   

Meet s the 3rd Mon-
day of each month 
at 5:00 pm in the 
Conference Room 

Linda Chapman 
Rodger Chapman 

Kristine  
Montgomery 

{Ih²LbD  
/hhw5Lb!¢hw 

Ministry areas which 
show and share GodΩs 
love in both word and 
action to persons both 
inside and outside of the 
Saint Mark family 

At least Quarterly or 
as Called/ Area  
Coordination 
Meetings 

Sally Fischer Todd Davis 
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/ƻƳƳƛǧŜŜ !ǊŜŀ ƻŦ CƻŎǳǎκ
wŜǎǇƻƴǎƛōƛƭƛǘȅ 

bƻǊƳŀƭ aŜŜǝƴƎ 
5ŀȅ ϧ ¢ƛƳŜ 

/ƘŀƛǊǇŜǊǎƻƴόǎύ 

[ŜŀŘŜǊόǎύ 

  

!ǎǎƛƎƴŜŘ {ǘŀũ  
aŜƳōŜǊόǎύ 

{Ih²LbDΥ 
tǊŀȅŜǊ vǳƛƭǘ aƛƴƛǎǘǊȅ 

Handmade preparers of 
quilts for persons in need & 
newborn infants (below 
age 1) at baptism 

 Meets Monthly Sandra Lowe Todd Davis 
 

/ŀǊƛƴƎ aƛƴƛǎǘǊȅ 
¢ŜŀƳ 

Care & attention to needs 
of members in care  
facilities, private homes, 
hospitals & responding to 
crises such as deaths,  
illnesses, etc. 

2nd Wednesday/10 
to 11am/Monthly 
(School Year) 

Elaine Swanson Shawna Darnall 

aƛǎǎƛƻƴ ϧ {ŜǊǾƛŎŜ 
¢ŜŀƳ 

Planning, execution &  
coordination of programs, 
ministries and outreach to 
the community providing 
physical and spiritual  
assistance (Assist Agencies:  
Golden Corner Food Bank, 
Rosa Clark Med. Clinic, 
Asst. at Presby. Church 
Habitat, Epworth & RAH) 

Meets 2nd Sunday 
of Jan, Mar, May, 
Sept, Nov  

Alicia Spivey Todd Davis 

9ǇǿƻǊǘƘ /ƘƛƭŘǊŜƴΩǎ 
IƻƳŜ [ƻŎŀƭ /ƘǳǊŎƘ 
wŜǇǊŜǎŜƴǘŀǝǾŜ 

Acts as a liaison between 
Epworth and church. Helps 
to educate congregation 
about Epworth and assist 
in the two annual offering 
Sundays  

As needed Nell Hodge Todd Davis 

5ƛǎŀǎǘŜǊ wŜƭƛŜŦ  
/ƻƻǊŘƛƴŀǘƻǊ 

Lead Disaster Relief Team 
to develop and implement 
a written plan to deal with 
disasters in community 
compatible with the Dis-
trict and Conference Plan. 

As Called Trustee assigned to 
campus security 

Todd Davis 

/ƘǳǊŎƘ ϧ {ƻŎƛŜǘȅ 
 

Provide opportunities & 
visibility to programs & 
emphases dealing with 
Social Justice, including but 
not limited to:  interfaith 
and intercultural activities, 
interracial reconciliation,  
LGBTQ Inclusion, and other 
issues  

As Called Mona Fleming Rev. Bob Stillwell—Staff 
Liaison 

aŀǊǾƛƴΩǎ YƛŘǎ Provide Christmas gifts, 
clothing & food for children 
& their families in Oconee 
County 

 As Called Sandy James Todd Davis 
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/ƻƳƳƛǧŜŜ !ǊŜŀ ƻŦ CƻŎǳǎκ
wŜǎǇƻƴǎƛōƛƭƛǘȅ 

bƻǊƳŀƭ aŜŜǝƴƎ 
5ŀȅ ϧ ¢ƛƳŜ 

/ƘŀƛǊǇŜǊǎƻƴόǎύ 

[ŜŀŘŜǊόǎύ 

  

!ǎǎƛƎƴŜŘ {ǘŀũ  
aŜƳōŜǊόǎύ 

     

!5aLbL{¢w!¢L±9 ¢9!a{Υ 
[ŀȅ [ŜŀŘŜǊǎƘƛǇ  
/ƻƳƳƛǧŜŜ 

Assess need for leaders/
volunteers on ministry 
teams, and recruit as 
needed.  

Meets in late summer/
early fall for 3 to 4 Sun-
days in a row to recruit 
disciples for next 
term—traditionally  
September 

Todd Davis Todd Davis 
Shawna Darnall 
 

{ǘŀũκtŀǊƛǎƘ wŜƭŀǝƻƴǎ 
/ƻƳƳƛǧŜŜ 

Serve as churchΩs άhuman 
resourcesέ committee to 
select, evaluate and  
determine wages and  
support for employed 
church staff; serves as  
liaison between Bishop/
Supt. & SMUMC re: Pastor 

Meets Quarterly or as 
called 

Debbie Dubose Todd Davis 

¢ǊǳǎǘŜŜǎ Maintain all church  
properties with insurance, 
routine repairs &  long 
term maintenance, sign all 
legal documents 

Meets Every Other 
Month as called 

Russ Larson Karen Holcombe 
Todd Davis 

DǊƻǳƴŘǎ /ƻƳƳƛǧŜŜ Coordinate workdays for 
ground maintenance;  
consult with landscaping 
experts on proper care of 
shrubbery, grass, trees & 
other plantings; Submit 
requests to Trustees for 
changes in grounds areas 

Workdays (both  
church-wide &  
individual) to maintain, 
plant & care for all 
grounds of church & 
parsonage (except for 
Memorial Garden) 

Subcommittee of 
Trustees—Dal 
Poston 

Karen Holcombe 
Todd Davis 
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/ƻƳƳƛǧŜŜ !ǊŜŀ ƻŦ CƻŎǳǎκ
wŜǎǇƻƴǎƛōƛƭƛǘȅ 

bƻǊƳŀƭ aŜŜǝƴƎ 
5ŀȅ ϧ ¢ƛƳŜ 

/ƘŀƛǊǇŜǊǎƻƴόǎύ 

[ŜŀŘŜǊόǎύ 

  

!ǎǎƛƎƴŜŘ {ǘŀũ  
aŜƳōŜǊόǎύ 

aŜƳƻǊƛŀƭ DŀǊŘŜƴ 
/ƻƳƳƛǧŜŜ 

Guides congregational 
members in securing reser-
vations for final resting 
space in garden area & pro-
vides policy for garden; 
maintains garden area & 
plantings 

As Called Subcommittee of 
Trustees—Sally 
Boggs 

Karen Holcombe 
Todd Davis 

L¢κ¢ŜŎƘ {ǳǇǇƻǊǘ Provides support, expertise 
& guidance concerning 
technical, computer & me-
dia support for administra-
tive & program needs of 
SMUMC 

As Needed Subcommittee of 
Trustees—Russ 
Poston 

John Glenn 
Kristine Montgomery 

!ŜǎǘƘŜǝŎǎ Seeks to assure a clean, 
attractive, color & inviting 
environment throughout 
the SMUMC interior cam-
pus/spaces 

As called Subcommittee of 
Trustees—Joyce 
Carney 

Todd Davis 

CƛƴŀƴŎŜ Raise needed funds for ap-
proved church ministry 
needs, monitor spending as 
needed & build ministry 
budgets 

Meets Every Other 
Month on 3rd Tues-
day at 5:30 pm  
beginning in Janu-
ary or as called 

Bob Rider Karen Holcombe 
Todd Davis 

9ƴŘƻǿƳŜƴǘ ¢ǊǳǎǘŜŜǎ Provides guidance, adminis-
ters legal documents, and 
encourages promotion of 
Saint Mark Endowment 
Fund opportunities such as 
wills, bequests, etc. 

As Called Subcommittee of 
Finance—Bruce 
Phillips 

Karen Holcombe 
Todd Davis 

{ǘŜǿŀǊŘǎƘƛǇ aƛƴƛǎǘǊȅ 
¢ŜŀƳ 

Helps members to develop 
strong disciplines of Chris-
tian Stewardship within 
SMUMC including focus on 
prayers, presence, gifts, 
service and witness.  This 
team will assist members in 
helping to determine their 
spiritual gifts, abilities, tal-
ents and interests and 
guide them to finding ways 
to serve God through the 
church using these 
gifts.  This team is also re-
sponsible for the annual 
financial stewardship cam-
paign in fall to help prepare 
for the upcoming yearΩs 
ministry budget.  

As Called Peter Salis Karen Holcombe 
Todd Davis 
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