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   Indian River


     Via De Cristo

                                                               112006              

JOB DESCRIPTION

SECRETARIAT
T  R  E  A   S  U  R  E  R

Responsibilities: PRAY and…
Maintain the financial records of all income and expenditures of Indian River via de Cristo for a two year term.

Make deposits and write checks for all transactions as authorized by the Secretariat.

Assure that an Annual Audit of the books is scheduled and done at the end of each calendar year.

Provide copies of the Treasurer’s Report to all Secretariat members prior to the monthly meeting, and answer any questions concerning the report.

Request receipts for all money issued for the auditor.

Provide annual filings, as required for State Treasurer and the Internal Revenue Service.

Prepare and file information on non-profit and tax status as required.

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.
