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Living God’s Word, Sharing God’s Love
	DETAILED MINISTRY DESCRIPTION

Recording Secretary


Title
Recording Secretary

Purpose
Accurate and up-to-date information concerning the functions, plans, and activities of the congregation and church board is extremely important in the administration of the congregation. The Church Board Secretary serves as an integral part of the council when performing duties. Also, you will work with other council members to provide spiritual direction to the congregation, develop and direct the vision for our future. 

Responsible to

Church Council and congregation

Description of Duties
· Record the minutes of all church council meetings, church wide meetings and the charge conference, attend executive meetings, prepare agenda, and maintain secretary’s notebook.

· Make copies of minutes and distribute them to council members and all staff members.

· Be present at annual Charge Conference meeting and any special congregational meetings and record the minutes of these meetings.

· Prepare any official correspondence of the congregational committees as directed by council business and other’ items (for example, letter of call, thank-you notes).

· Prepare schedules for Sunday offerings and devotions for church board meetings.

· Inform bookkeeper of any motions passed by the board which involve church funds. 

Time Requirements
The time commitment is approximately 2 hours a month. 

Term
The secretary shall serve for two years, renewable.
Training/Resources

Preparation and knowledge of this position can be provided by previous secretary. 

Skills to Be Used/Developed

Good note-taking and word-processing skills are needed. You will develop your writing and communication skills. 

Qualifications, skills, and gifts

· Pursuing a personal spiritual journey.

· Willingness to commit to a regular schedule.

· Ability to work alone and with others.

· Willingness to serve in an important position but with little or no recognition.

· Knowledge of Robert’s Rules of Order.

· Knowledge of Church policies and procedures.

· Possess one more of the following spiritual gifts:

· Administration

· Helps
· Shepherding
· Possess one or more of the following personal styles:

· Efficient

· People Oriented

· Self Starter

· Task Oriented
· Possess one or more of the following skills: 

· Communications

· Computer Skills

· Listening 
· MS Office – Word
· Writing

Benefit to the Servant
This is an opportunity for you to use your skills while serving in a leadership capacity.
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