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Indian River

                        Via De Cristo

                                                               08/12/06

JOB DESCRIPTION

SECRETARIAT POSITION
S E C R E T A R Y
Responsibilities: PRAY and

Attend Secretariat meetings, take Minutes, and distribute copies to all Secretariat members.

Prepare Roster of Candidates and Team for each Weekend, and deliver to site by Saturday evening to be inserted into Brown Envelopes.
Send a ‘Thank You’ Letter, under the Lay Director’s signature to each member leaving Secretariat.
Write and mail other IRC Letters as required by Lay Director.
Maintain a list of positions, member names and contact data, and terms for Secretariat membership.
Keep Records of minutes and weekend rosters.

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, Weekend Set-ups, Send-offs, Serenades, Closings and other activities where the Cristo Community is present.
