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   Indian River


     Via De Cristo

                                                               112006              

JOB DESCRIPTION

SECRETARIAT
L  E  A  D  E  R  S  H  I  P

Responsibilities: PRAY and…
Maintain all Team Materials, including but not limited to…

1. Rector/Rectora Training Booklet

2. All past Team Directories

3. Past Weekend Service Lists

4. Rector/Rectora Script (Personalized for each Rector/Rectora)

5. Head Cha Script (Personalized for each Head Cha)

6. All Lay Rollo Outlines and Training Books including…

a. Ideal

b. Laity

c. Piety

d. Study

e. Action

f. Leaders

g. Environment

h. Christian Community In Action

i. Life In Grace

j. Total Security (Reunion Groups and Ultreyas)

k. Fourth Day

7. Spiritual Director Books (2)

8. Music Cha Song Book,  with Cords and Words

9. Team Song Books 

10. All Cha Books, including

a. General Cha Training Book (10)
b. Music Cha Book (1)
c. Mail Room Cha Book (1)
d. Chapel Cha Book (1)
e. Head Server Book (1)
11. d.

Schedule and host  two (2) or more General Workshops each year; normally to be held shortly after each set of weekends, so that new Pilgrims can be prepared to serve on the Teams of the upcoming Weekends.

Schedule and host  one (1) Rector/Rector Training annually.

 Obtain, open and lock-up the above Workshop/Training locations, leaving them in Cristo condition: “better than they were found”. 

Provide Spiritual Direction for each Workshop and Training.
Get someone to provide Child Care for each Workshop. 

Make sure that the IRC Treasurer pays the church for the use of its facility, as well as the person/people who provided Child Care. 
Provide Workshop Trainers. Distribute material to leaders, and maintain records of attendance.
Schedule a Mini-Workshop for each team, normally for their 3rd team meeting. Coordinate with each Rector/Rectora. Obtain leaders and distribute material to them.
Prepare an updated list of eligible Rectors and Rectoras and lead the voting process with the Secretariat, in a timely manner so that the new Rector/Rectora has ample time to gather their team and hold the appropriate ten (10) meetings, including the Team Social.
Obtain Reviewers for team members giving A Rollo and provide material to reviewers in a timely manner.  
With the Lay Director, train each newly selected Rector/Rectora. Give them all materials for their Team Meetings. Get all such materials back from them prior to the weekend.
Provide material for team selection to the newly elected Rector/ Rectora.  Maintain up-to-date past team information.

Support both Men’s and Women’s weekends.

Set-up an annual Secretariat Retreat each spring.
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
