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Locally Funded Church – Hiring Process

Steps to Initiate the Preboarding
The church is interested in hiring someone: 

1. Email the request to HR at hrhire1@floridaconference.com (two weeks in advance). 

2. The entity will receive the New Hire Questionnaire to complete it. 

1. If the position is new, a Commitment Cost Calculator and Church Board Minutes will need to be 

submitted. 

2. If the position is a replacement, only a New Hire Questionnaire will be required. 

3. HR will open the position. 

4. Applicants apply. 

5. The church confirms the selected candidate. 

6. HR starts the membership and stewardship verification. 

7. The offer letter is sent. Once the applicant accepts the offer and completes the background 

check request and EEO, the candidate’s status can be updated to Ready to Hire. 
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Locally Funded Church – Hiring Process

Steps to Initiate the Onboarding

1. Once the status of the applicant is Ready to 

Hire, HR will process the New Hire Form.

2. The applicant will receive a “Welcome” email 

with instructions on how to create their ESS 

account and complete the designated 

forms. 

3. The I9 documents will need to be verified 

before the start date provided in the offer 

letter. 
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Benefits Eligibility 
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Employees with 
Multiple Jobs
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Locally Funded Church – Hiring Process

Bible Workers
• Church Board action. 

• Commitment to fund the position.

• Complete the request to hire (New 

Hire Questionnaire) and submit the 

Employment Cost Calculator.

• Seek Ministerial subsidy form 

evangelism funds (this is not 

guaranteed, and most of the time, is a 

shared cost). 

• Send resume to Ministerial and job 

description to Loammi at 

hrhire1@floridaconference.com

• Ministerial submits request to ADCOM 

for approval.

• HR creates the job requisition.

• HR assists with the hiring process and 

guidance will be provided when we 

reach this step. 
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We are here to help! Please 
always feel free to contact our 

HR department for any support. 
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Thank you

Human Resources Department 

407.644.5000 ext. 2313 / 2315

Loammi Mercado 

loammi.mercado@floridaconference.com

Melida Gaviria

Melida.Gaviria@floridaconference.com

mailto:loammi.mercado@floridaconference.com
mailto:Melida.Gaviria@floridaconference.com
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