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	St. Luke Cedar Hill

Anglican Church of Canada
3821 Cedar Hill Cross Road

Victoria, BC  V8P 2M6




Ministry Position Title:
Parish Council Secretary
Term of Office:
Until a successor is apponted.
Supervision & Support:
Reports to:  Parishioners of St. Luke’s

Staff Liaison:  Parish Administrator and Incumbent
Committee Responsible for this Ministry:  Parish Council between Annual Vestry meetings
Population(s) served:
St. Luke’s Parishioners

Purpose: 
Appointed by the wardens, the primary duty of the Parish Council Secretary is to record the minutes of the Parish Council Meetings and, in conjunction with the Parish Council Chair, circulate the minutes to Parish Council members.
Duties & Responsibilities:


· Attend monthly Parish Council meetings and take notes at those meetings.
· Prepare the minutes to be circulated.

· Bring concerns of the congregation to the Council for consideration.

· Assist Church Wardens in their duties, if required.

· Provide leadership in the Parish.

Skills/Knowledge Required:


· Good computer skills.

· Good communication and listening skills.

· Intimate knowledge of the issues of the Parish and Diocese.
· Knowledge of Diocesan Canons, and specifically Canon 6.9 (The Parish Council).
Qualifications Required:


· Be known in the Parish and a regular member for at least 12 months.

· Regularly attend church services, and be aware of the issues affecting the Parish.

· Able to work as a member of a team.

Limits of the position:


· Comply with the Diocesan Privacy and St. Luke’s Parish Confidentiality policies. Copies of both are available from the Parish Office.

· Comply with the Sexual Misconduct Policy of the Diocese of British Columbia and sign an acknowledgement form.

· Ensure that a completed Screening in Faith Checklist is on file. 

· Attend a Diocesan Safe Church Training Session at the beginning of the ministry and every three years thereafter.

· Undergo a Criminal Record Check prior to commencing the ministry and every three years thereafter.  

Terms of Work/Service:
· Prepare for and attend Parish Council Meetings held monthly except in February, July and August.
· Attend the annual Parish Council Retreat and the Annual Vestry Meeting.

· Attend additional Committee meetings as required.

· Attend Church functions on a regular basis.

Training Provided:

· “On the job” training, as required.
· Safe Church Training Sessions.
Position Risk Assessment: 
High
Benefits & Opportunities:


· To interact with and establish relationships with members of the Parish.
· To develop a strong team relationship with other members of Council.
· To serve and guide the work of God in the Parish.
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