Congregational Secretary
Philosophy:  We must be responsible to both God and man for any actions we undertake.  Accurate and timely records of Board and Congregational meetings ensure leaders act in accordance with the wishes of the body, keep us organized and on track, provide documentation, and help hold us accountable for ministry progress. 
Key Verse: “Now a person who is put in charge as a manger must be faithful.”  

1 Corinthians 4:2
Purpose:  To serve the Lord by ensuring accurate minutes of all meetings are kept and posted, all necessary legal filings are fulfilled, and any necessary correspondence is take care of.   The individual will provide organization and accountability for the Board and Congregation.
Primary Duties and Responsibilities:

1. Serve as a member of the Executive Team and Board of Directors.

2. Take accurate minutes for the Board of Directors.  Take and post accurate minutes for Congregational meetings.  Take minutes for Executive Team minutes as necessary.
3. Ensure legal filings are up to date.  Sign legal documents on behalf of the body as necessary.
4. Handle Correspondence for the Executive Team and Board of Directors.

