PAGE  
2
[image: image1.emf]



   Indian River


     Via De Cristo

                                                               112006              

JOB DESCRIPTION

SECRETARIAT
K  I  T  C  H  E  N

C  O  O  R  D  I  N  A  T  O  R

Responsibilities: PRAY and…
Purchase the food and paper products for the weekend, with the goal of providing good quality at an economical price.

Select Cooks based on their ability to work with other people in the Via de Cristo Community and their capability to prepare meals from the menus and recipes provided.
Obtain someone to head-up the Chop Shop and help them gather sufficient support for each weekend.

Help train future Cooks.
Ensure that the Cooks and the Head Server understand their relationship to each other and maintain the necessary communication throughout the weekend.
Maintain all recipes and menus. Present all recipes and menu changes to Secretariat for review and approval.

Select and oversee someone to obtain the Food Palanca necessary for the weekend, i.e., Pies, Vegetables, Fruits, Brownies, Cakes, Cookies, etc.
Inventory all food items, and all Kitchen utensils, pots and pans at the end of each weekend. Replace where inventory is low or missing. 
Work with Physical Arrangements to store all Kitchen itemsa in the IRC Trailer. 
General
As a member of Secretariat, seek God’s wisdom and vote on all IRC policies, procedures and people.
Seek God’s wisdom, seek-out Pilgrims qualified and or available and willing to serve on Secretariat; bring their names forward for consideration before Secretariat, and with Secretariat approval, invite them to come serve. 

Attend: All Secretariat meetings, Ultreyas, Workshops, Weekends, Set-ups, Send-offs, Serenades, Closings, Retreats and other activities where the Cristo Community is present.
