St. Swithun’s Church

Diocese of New Westminster, Anglican Church of Canada

Position Description

Position Title: 

Church Committee Secretary
Date approved by Trustees:

Date revised by Trustees:

Overview:

The Secretary serves as a voting member of the Church Committee and is elected to the position at St. Swithun’s Annual Vestry Meeting.  The Secretary is responsible for providing secretarial and administrative support to the Church Committee.

Tasks/Responsibilities:

· Records and transcribes Minutes of Church Committee meetings.

· Records and transcribes Minutes of Annual Vestry meeting.

· Provides the Parish Secretary with a copy of the current Minutes in a timely manner for further distribution.

Expectations:

· Attends and participates in monthly Church Committee, Annual Vestry and Special Vestry meetings.

· Follows up on ‘work to be completed’ for the upcoming Church Committee meeting, Annual Vestry and Special Vestry meetings.

· Provides information to the Incumbent if unable to attend a Church Committee meeting and, if possible, finds a temporary replacement secretary for this meeting.

· Participates in the life of St. Swithun’s and listens to and talks with parish members, newcomers, visitors and brings their comments to the Incumbent and Church Committee.

· Seeks to understand the perspectives and interests of others and respects differences where they may occur.

· Maintains confidentiality.

Qualification required:

· Good communication skills, especially written

· Administrative experience helpful

· Computer literate: MS Word and familiar with e-mail

Sample only: Important

This position description was provided by a parish and is offered as a sample only. Please check it against the Generic Template provided in the Introduction section to make sure that all points are covered as they might apply in your own parish.

You are encouraged to alter the position description to fit the characteristics of your parish. Parishes differ in size, urban/rural location, range of programs, vision of parish/diocese, finances, ethnic groupings and other factors.

PAGE  
2

