Secretary/Clerk Job Description?

These are in addition to the requirements and responsibilities of all vestry members.

Time Commitment

e Distribution of agenda and minutes from previous meetings
e Maintain roster of members and contact information
e Other duties as deemed necessary by the rector and senior warden

Responsibilities

e Take notes during vestry meetings and afterwards, prepare and distribute minutes
e Maintain a file of all vestry meeting minutes

e Upload all vestry meeting minutes to Dropbox

e |If asked, take minutes for the annual congregation meeting

e Prepare, date, sign, and maintain documents as required

Accountability

e The secretary/clerk may be elected or appointed as provided for by diocesan canon or
congregational bylaws.

e The secretary/clerk is accountable to the rector and vestry.

e A covenant between the secretary/clerk, rector, and the vestry should be developed
and reviewed annually.

e The secretary’s/clerk’s ministry should be considered a part of the annual mutual
ministry review.
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