Via de Cristo of Western Washington

Secretariat officers: Secretary
Objectives

1. To glorify God by ensuring that all official actions of the secretariat are properly recorded, communicated and archived.
Responsibilities

1. Record minutes of each meeting and ensure that each Secretariat member has a copy within two weeks after the meeting.

2. Maintain a searchable archive of all secretariat meetings to help keep track of decisions made and actions taken.

3. Work with the Lay Director to ensure that the Articles of Incorporation, Bylaws and procedures are maintained and updated. Maintain on file an updated copy of each document.

4. Archive any and all official correspondence from or between other members of the Secretariat.

5. Update and maintain documentation relevant to the position of Secretary.
6. Regularly attend all secretariat meetings.

7. Regularly attend as many Via de Cristo gatherings as possible.

8. Pray regularly for the leaders serving on the secretariat and for weekend team members and participants.

Skills and Experience required

1. Reasonable word processing skills

2. Good organizational skills

Reports to

· Secretariat

Service time

· 2 years

· Not to exceed four consecutive years

Training required

1. Previous secretary will provide training and orientation.

2. Previous secretary will make available all prior meeting minutes and other archived documents
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