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  Indian River

                            Via De Cristo

                                                               111606        

JOB DESCRIPTION

SECRETARIAT POSITION
P O S T – C R I S T O

Responsibilities: PRAY and…
Encourage Pilgrims to live a vibrant and full Fourth Day, as a Christian using the Reunion Group and Ultreyas as a method of fulfilling the Great Commission (Matthew 28:19-20)

Plan, organize, coordinate and lead Ultreyas throughout the year.  Ultreyas should be held every month in which there is no Weekend.  Arrange Ultreyas for the entire year in advance, if not at least 3 to 6 months ahead. 
Find a church site for each Ultreya. Get or arrange for a site key. Open and lock-up the site.
Get a Spiritual Director to attend, give Spiritual Direction, lead Communion and close in prayer. 

Invite a Pilgrim or pastor open the Ultreya with prayer, or do it yourself.
Plan for and include singing, and small group sharing of Apostolic Action, Close Moments, Study, Piety or other aspect of Cristo.

Plan for and have Communion, but only if there is a Spiritual Director available. Bring or invite others to bring the Communion Bread and the Wine/Juice.

Make these following arrangements…

1. Arrange the church’s Fellowship Hall for food, drinks and seating.
2. If possible, also arrange for the Sanctuary for the gathering.

3. Arrange for music.  
4. Arrange for someone to share his/her Fourth Day with the community. Instead, you may wish to have pilgrims share their recent Close Moments, or lead Cristo training. 
5. Arrange for someone to host the Ultreya (Usually someone from that church, if possible).
6. Arrange for responsible Child Care.

7. Arrange fort help to Set-up and Tear-Down.

You may wish to establish a ‘Theme’ for one or all Ultreyas.
Maintain a Sign-Up Sheet for each Ultreya and make these sheets available to the upcoming Rector/Rectora from which to prayerfully consider potential Team Members.

Make sure that the Treasurer sends a check for $50 to the church as a ‘Thank You’ for the use of their facility. 
Also arrange for 2 Child Care Workers and make sure they each receive $25 for their service.

Attend Fourth Day meetings after each weekend and work with the Rector/Rectora to provide information concerning the history of Via de Cristo, Workshops and Secretariat membership and responsibilities. Also encourage future participation in the Cristo community.

\
General
As a member of Secretariat, seek God’s wisdom and then vote on all IRC policies and procedures.

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, Secretariat Retreats and other activities where the Cristo Community is present.
