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    Indian River


    Via De Cristo

                                          





083106
JOB DESCRIPTIONS

FOR SECRETARIAT POSITIONS

PHYSICAL ARRANGEMENTS

Responsibilities: To PRAY and…
Attend Workshops and Ultreyas:  Get to know Community.

Develop List of interested helpers for the weekends.  Name, phone number, areas of experience, areas of interest and availability.

Conduct a physical arrangements workshop – titled “How to prepare for and recover from a Cristo weekend.”

Brief community on site plans in newsletter and at Ultreya prior to weekend.

Retain a copy of team rosters for Cristo weekends to provide resource base for helpers, addresses, and phone numbers.

Attend Secretariat Meetings:  Prayerfully approach meetings and provide wise counsel on all voting matters.

Provide Information regarding physical arrangements planning for upcoming weekends.
Before Weekends:  Site selection and weekend date coordination (IRC to Church).

Site coordination and arrangements (financial, schedule, church agreements, and church coordination details).

Team Meeting site coordination and arrangements (financial, schedule, church agreements, and church coordination details).
Team meeting at weekend site coordination and arrangements (financial, schedule, church agreements, and church coordination details).

Site layout for weekend (understanding how IRC will use the site and preparing layout, mental or on paper, or arrangements)

Obtain Church contacts and phone numbers.

Meet the janitorial team and make friends – learn idiosyncrasies of site.

Inform IRC Secretariat (include Pre-Cristo, Kitchen, Treasurer, and Newsletter) of arrangements.

Preparation of team information (team books assign, song books, crosses, etc.)

Walk down of site with Lay Director, Kitchen Coordinator, Rector/Rectora, and Head Cha as required.

Provide Head Cha (and Rector/Rectora) with layout of the site as it is planned for use.
Inform Rector/Rectora, Head Cha, and team of general weekend site information.

Make sure Rector/Rectora and Head Cha know that you are in control of PA areas that you are responsible for and reminding their responsibilities.

Develop PA Team list for weekend set-up, changes, and teardown.  [Needed: Rollo Room Lead, Chapel(s) Lead, Sleeping Area Lead, Dining Room Lead, Mail Room Lead, Kitchen Lead (to help kitchen coordination), and Alternate Site Lead – if required.]

Formal briefing of teams on site with walk down including Kitchen Coordinator, Lay Director, PA Team, and others as required.  Inform team of what is expected by church and what is expected by Secretariat to keep good relations between IRC and Church.

Select and coordinate with Serenade Leader.

Obtain candidate information from Pre-Cristo on roll-a-way bed requirements.

Obtain team information from Head Cha on team roll-a-way bed requirements.

Final Preparation for Weekends: Have trailer moved to site and located as agreed with church by Tuesday evening prior to weekend.

Purchase: Poster Board, Notebooks, Pens, Pencils, Markers, Tape, Mail-Room supplies (for Locker), Tissues, and other supplies required at site based on agreements with church and needs for weekend.

]

Obtain Cristo supplies (crosses, service sheets, and pilgrims' guides).
Make sure chapel linens have been cleaned and pressed.

Obtain chapel supplies (candles, alter cloths, communion supplies, etc.)

Conduct meeting (or phone call) of PA Team to discuss plans for the weekend, site information, provide layouts of areas, details on set-up and tear-down and go over any last minute details.

Inform Rector/Rectora and Head Cha of any last minute changes and maintain periodic contact through weekend preparations.

Make arrangements with photographer for picture on Saturday morning at 9:00 am (or other time as pre-arranged and notify Rector/Rectora and Head Cha if different).

Prepare and bring bulletins for closing.

Attend team social to get to know team and to let them get to know you.

Coordinate with PA Team and others for Wednesday evening setup at site starting at 6:00 pm with community arriving at 6:30 pm.

Coordinate with PA Team and others for Sunday morning tear-down at site starting at 6:00 am.

Coordinate with PA Team and others for Sunday afternoon tear-down at site staring after lunch including Rollo room tear-down during closing.
Place order for roll-a-away beds with U-Haul or Bob O’Conner for delivery on set-up afternoon after 5:00 pm.

By Tuesday Night prior to Each Weekend: Verify church arrangements one last time (no unplanned activity) and if possible meet with church staff.

Verify you have keys to church facilities and trailer.

Make sure you go over church power and air conditioning information with Head Cha (or do on Wednesday Night).

Verify trailer at church.

Verify Candidate count for Rollo room set-up and phone number for Pre-Cristo to call on Thursday night.  Verify team readiness (Rector/Rectora and Head Cha) and who will be at the site on Thursday night.

Verify supplies ready for mailroom, chapel, Rollo room, and dining room.

Have brown envelopes prepared and have white envelopes available.

Check site, making photographs of rooms, checking layouts of church, and Cristo configuration.

Purchase wine and grape juice for weekend communion services.

Wednesday Night [Set-Up]:  Arrive at church by 5:00 pm (Set-up starts at 6:30 pm).
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Turn on air conditioning.

Verify church room configurations and Post-Cristo room layouts on doors.

Prepare to meet people, assign to tasks, recognize efforts, and remember names for input to next weekend helpers and team selection.

Monitor trailer unloading.

Assign people to set-up areas as they arrive:

Rollo Room Lead:  Rearrangement of Rollo room area from church configuration to IRC set-up layout of room including partitioning, tables, chairs, podium, and PA system.  Set-up table with candles in front of podium.  Placement for cross and for Rollo banners.  Placing of song books on tables and trash containers under tables.  Taping paper over windows and bulletin boards.

Mail Room Lead:  Support from Rollo room lead (If mail room cha needs help).  Rearrangement of mail area from church configuration to IRC set-up.  Set-up tables and chairs for mail and letter writing.  Set-up mailboxes and boxes for candidate, team, and general palanca.  Set-up mail supplies and restocking as required.  Readiness of pilgrim’s guides, notebooks, Kleenex, pens, markers, and poster board for mailroom supply to Rollo room.

Chapel(s) Lead:  Main:  Rearrangement of chapel area from church configuration to IRC set-up.  Arrange alter including candles, alter cloth, dove, and Christ’s painting.  Placement of banners.  Location of chapel locker, candles, and communion supplies.  Placement of songbooks, bibles, and kneeling cushions.

Candidate Sleeping Area Lead:  Rearrangement of sleeping area from church configuration to IRC set-up.  Bring bedding in from trailer.  Set-up roll-a-away beds and chairs for those in need of one.  Set-up mattresses and chairs (1 each per candidate) to accurate candidate count.  Taping paper over windows and bulletin boards.  Arrange partitioning as available and necessary.

Team Sleeping Area Lead:  Candidate sleeping area lead (team responsibility after church furniture moved out).  Rearrangement of sleeping area from church configuration to IRC set-up.  Taping over windows and bulletin boards.  Provide left over mattresses and roll-a-away beds to team as required by need.

Dining Room Lead:  Rearrangement of dining area from church configuration to IRC set-up.  Move serving/table supplies from trailer to dining room.  Determine traffic flow for team entry, for serving, and for serenade.  Set-up tables and chairs to accommodate candidates and team – Head Server.  Set-up tables for head server and partitions as required.  Verify head server has location in dining room or mail room for Palanca hang banners.

Kitchen Lead:  To help kitchen coordinator and cooks.  Rearrangement of kitchen area from church configuration to IRC set-up.  Move kitchen supplies in from trailer to kitchen area.  Assist kitchen coordinator and head cook in setting up tables for kitchen use.

Designate area for luggage to be delivered to and inform site Cha-Chas.

Encourage team to set-up sleeping area and then help out other area.

Monitor set-up of each area checking with leads and working problems.

Coordinate last minute changes with Head Cha and Rector/Rectora.

Conduct final walk down of site with Leads, Secretariat, Head Cha, and Rector/Rectora to verify readiness.

Conduct prayer for site, team and candidates in the main chapel.

Adjust (and publicize) set-up schedule as requires to accommodate church.

Thursday Night [at Site]:  Arrive at site around 5:00 pm to verify readiness for weekend.

When Head Server and Cha-Chas arrive conduct a walk-through of all area and assign someone to fix problems (primarily Rollo room, main chapel, and sleeping area).

Have Head Server and Cha-Chas prepare refreshments for team arrival.

Verify sound systems (Rollo room and Chapel) ready and turned on.

Be prepared for Pre-Cristo call on final head count for Rollo room ad sleeping areas removing chairs and mattresses not needed for table leaders and candidates.

Be prepared for luggage and unload to designated area when it arrives.

Be prepared for candidates and team arrival on busses with Cha-Chas prepared to guide to Rollo room.

Make sure dining room and kitchen are arranged for breakfast.

Attend team meeting (if required) to inform of changes for Friday or inform Head Cha of changes.

Deliver wine and juice to church and inform Head Cha, Head Server, or Chapel Cha of where they are.
Friday [at Site]:  Have team rosters prepared and printed for distribution to team, prayer warriors, cooks, and 5 extra copies for Secretariat (need by Saturday pm).

Make changes to set-ups as required for church activities on Friday.

Verify Photographer ready for photos on Saturday morning.

Coordinate problem area with Head Cha, Head Server, or Kitchen as required.

Check with church office to make sure all is okay before hey close.

Make sure one Spiritual Director is planning to attend WISE meeting and make sure they have transportation.
Verify no other PA Team support required for WISE meeting.
Saturday [at Site]:  Coordinate photographs at 9:00 am (or other time as required by photographer) include cooks and make sure of count to include team, cooks, +5 for Secretariat.

Make sure 3 Chapels are set-up for afternoon chapel visits.
Coordinate problem areas with Head Cha, Head Server, or kitchen as required.

Prepare area for serenade practice (song books, poster board, and markers).

Coordinate serenade entry and exit from dining room.

Prepare for Saturday night teardown activities as required.

Final coordination of Sunday activities with Head Cha.

Prepare alternate site for Chapel, breakfast, and Rollo room as required.

Make sure team roster delivered to mail room to be put in brown envelopes.

Sunday [at Site]:  Arrive at site by 5:30 am.

Provide layouts and photos of site for workers to aid in return of site to church configuration.

Remove bedding and luggage from all sleeping quarters.  Store mattresses in trailer.  Store roll-a-away beds in trailer.  Store luggage and inform Head Cha where it is stored.

Clean and return all sleeping areas to church configuration.

Tear down, clean and return chapel(s) to church configuration.  Store chapel locker in kitchen area for use on Sunday, then move to trailer.
Make sure Head Cha has service sheets for life in grace Rollo.

Support preparation of Rollo room for mail delivery, as required (Team Responsibility)

Support preparation of dining room for lunch as required,

After lunch tear down, clean and return dining room to church configuration.

After lunch tear down, clean and return Kitchen to church configuration.

Prepare a chapel for service sheet chapel time (alter, candles, and basket).

Prepare church hall for closing (including seating arrangements, sound system, alter w/crosses, and table for Rector/Rectors, Head Cha, and Spiritual Directors).

Distribute bulletins for closing (to team and at door)

Inventory and packing of trailer for access to materials required before next weekend.

Obtain inventory of mailroom supplies needed.

Brief weekend activities to Rectora and Head Cha for women’s team, Remove tables (with help for Chas) from Rollo room after fourth day Rollo.

Tear down, clean and return Rollo room to church configuration.

Tear down, clean and return church hall used for closing to church configuration.

Assist candidates in luggage location.

Conduct final walk down of site (with Photos) to verify return to church configuration and that all Cristo stuff is in trailer.

Make sure Head Cha gets table poster, serving posters, and general Palanca (give to mail room cha to make certain this happens).

Make sure candles and alter linen are not placed in trailer storing at home or getting someone to launder and iron.

Post Cristo Weekend Activity:  Make sure trailer is moved from church or moved to area church agreed to for storage.

Conduct meeting with church officials to get their impression of weekend and what needs to be fixed before next use as a Cristo site.

Verify church financial obligations have been met through treasurer.

Deliver candidate information from mailroom to Pre-Cristo chairperson.

Conduct final lessons learned meeting with Head Cha (m) and next Head Cha (W).

Distribute photos and rosters to Lay Director, Secretary, and other Secretariat members as required.

Prepare inventory of equipment and supplies needed for next weekend.

General

As a member of Secretariat, seek God’s wisdom and then vote on all IRC policies, procedures and new Rectors/Rectoras.

Seek God’s wisdom, seek-out Pilgrims qualified and willing to become Secretariat members, bring their names and qualifications 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.
