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            Indian River




Via De Cristo

                                                                                      081206             

JOB DESCRIPTION

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

Responsibilities: PRAY and

Pre-Cristo begins a person’s Introduction to Cristo.  Other than the Sponsor, the initial and official contact with Indian River via de Cristo is through the Cristo application.  It is the responsibility of Pre-Cristo to walk with each seeker, together with their Sponsor, from initial inquiry into the Cristo weekend, through the application process, to their acceptance to attend a weekend.  
Once the Candidate arrives at the Send-Off, Pre-Cristo is responsible for the order and conduct of the Send-Off, plus transportation of the Candidates and their luggage, along with the Team to the Cristo site.  At the Site, the responsibility is transferred to Physical Arrangements.  
Pre-Cristo should be God’s ambassador to the Candidate on behalf of His Cristo Community, conveying the Love of God and His acceptance to His children.

Applications

Pre-Cristo is responsible for the Cristo Application – Design, Layout, and Content.  Applications should be printed and distributed to the Rector/Rectora, at Ultreyas, and to Physical Arrangements to be included in the Brown Envelopes.
Pre-Cristo is to process applications to ensure completeness. Critical items to be reviewed are…

· Baptism

· All 3 Signatures (Candidate, Pastor and Sponsor)
· Martial Status
· Wives – Husband’s Weekend made 
to ensure husbands attend prior to their wives attending, special medical or dietary needs.  The IRC Spiritual Director should also review the applications.  Upon acceptance of the candidate, a letter to each does the notification to the Candidate and his/her Sponsor.
Maintain a list of candidates who have been accepted for the weekend.  This information is shared with the Secretariat and the Rector/Rectora.  Coordination is necessary with Physical Arrangements primarily for the number of cots required by the candidates and also any physical disabilities, which may require special arrangements.  The Food Coordinator chairperson is also provided a list with candidate’s special diet requirements to aid in food purchase and contact the sponsors as necessary if the candidate has not responded to the acceptance letter.  Provide a list of candidates to the Secretary for the preparation of a roster.  A list of candidates, with name and church, is shared with the entire community at send-off after the buses have left.  Some candidates pay early with their application.  Ensure these payments are routed to the Rector/Rectora or Head Cha and the Treasurer.

Arrange for the Thursday Send-off and Friday Women’s Information (WISE) meeting.  Obtain the church, transportation for the candidates and team from Send-off to the weekend site.  Arrange for the people to help with Candidate baggage handling, and van/truck transportation of the baggage and Palanca to the site.  
Coordinate the unlocking and locking of the church for each WISE meeting.  Invite the Rectora and a few women to attend the WISE meeting Friday night at 7:30 pm.  The Lay Director also attends, plus one Spiritual Director from the Men’s weekend.  Arrange for Child-care for the WISE meeting.  
Provide the most up-to-date Candidate List to the Rector/Rectora at Set-up on Wednesday night for aid in Rollo Room seating assignments.  Also update Special Diet List with Kitchen Coordinator and any special needs, i.e., cots, etc. with Physical Arrangements.

Conduct the Send-off on Thursday night.  Arrive at 6:30 pm.  Childcare is not provided at Send-off.  The baggage handlers should also arrive at 6:30 pm.  
Register all Candidates and check-off team to ensure all are present and accounted for.  Provide the Head Cha with the corrected Candidate check-in roster and all Candidate Applications.  At 7:30 pm conduct the formal Send-off, including calling the names of all the Team and Candidates to load the bus, and post bus departure announcements and prayer.

Retain the applications of those who applied, but were unable to attend the current weekend as a hold-over list for future weekends.  Typically after three weekends these applications are placed in the dead application file and are discarded unless an individual asks to be retained as a candidate for future weekends.
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 become Secretariat members, bring their names and qualifications before Secretariat, and with Secretariat approval, invite them to come serve. 

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