John Calvin Presbyterian Church Secretary Job Description 

Purpose:
To provide a warm welcome to callers and visitors, and provide general clerical assistance to support the Pastor, Elders and church members. 
Accountability:
The Church Secretary is accountable to the Session and the designated Personnel Committee of John Calvin Presbyterian Church. The Pastor will give the Church Secretary work direction.
Summary:
The Church Secretary is a part-time position.  Job duties require being in the church office an average of 3 hours per day, 3 times a week.  This is a year round position.  Salary is as approved by Session.

Duties:         
· Answer phone and take messages for Pastor and other staff.

· Distribute mail among staff, members and committees.  
· Answer mail - correspondence, phone calls, etc.

· Listen to messages and respond.

· Check email and respond.

· Type letters and schedules for Pastor, and other things as needed.

· Gather weekly announcements, layout early in week for printing in Bulletin.
· Type, print, and fold weekly bulletins as requested
· Keep Membership Directory up-to-date. New members, baptisms, weddings, deaths, transfers in and out.

· Prepare Certificates of Transfer In/Out – notify churches, if requested by a new member.

· Keep mailing list up-to-date.

· Keep monthly calendar current and coordinate building usage.

· Type and prepare bulk, all church mailings.

· Prepare and collect articles for the Newsletter.

· Responsible for upkeep and maintenance of office equipment.

· Responsible for the ordering of office supplies, including paper.

· Be sure there is adequate supply of church stationary and stamped and bulk mailing envelopes, Newsletter shells and Welcome cards.

· Type and prepare Annual Reports.

· Keep office files current and well organized.
· Order Holiday supplies – Palms, Christmas Candlelight candles and other supplies as directed by Pastor.

· Keep accurate list of Christmas and Easter Memorial flowers.

· Prepare bulletin for Memorial services, if requested.

· Keep track of table and chairs being loaned out of the building.

· Prepare quarterly mailing labels for Financial Secretary.
· Work with Congregational Leaders/Committees on various projects.

· Assist with advertising of special events and services.

· Prepare sign-up sheets and posters for volunteer activities.

· Assist with periodic updating of church website.

Additional Requirements:
· Type 35 words per minute and be proficient in other types of office equipment.
· Use provided computer technology (Microsoft Suite of Office Programs) to enhance the quality of work and programs.

· Be able to treat all member and church affairs in the strictest of confidence.

· Identify internal and external concerns that impact the work of the church.

· Develop insights into situations and apply innovative solutions that make improvements.

· Develop and sustain cooperative working relationships.

· Create and sustain an atmosphere in which timely, quality information flows between self and others 
· Demonstrate regular and predictable attendance.

· Accept all responsibilities of the job and assigned tasks.

Benefits:

Social Security:
Employer’s portion of FICA and Medicare taxes are paid by the church.

Vacation:
Paid vacation allowance of 18 hours per year.  Additional unpaid time may be requested.   Requests should be given to the Chairperson of Personnel two weeks in advance of the date.  The Pastor and the Treasurer of John Calvin Church will be notified upon approval.

 Sick Days:
3 hours paid sick time per year which may be rolled over to the next year, accumulating up a maximum of 12 hours total.  Sick time to be reported to the Chairperson of Personnel, the Pastor and the Treasurer of John Calvin Church.
Annual Performance

Review:
There shall be an annual performance review with the participation of the employee and the Personnel Committee.  The Personnel Committee shall then report results of the performance review to Session. 
If you are interested:

Please send a resume and cover letter to:


johncalvinpc@frontiernet.net
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