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SECRETARY  

The Secretary is accountable to the Pastor, as head of staff, but must also work closely with the 

Session Committees and prepare documents needed in Church related activities. 

The duties of the Secretary are: 

Perform secretarial functions for the Pastor and for others in support of Church related 

activities, as directed by the Pastor.  This includes typing and filing correspondence; filing 

church records; designing necessary forms; weekly preparing Church documents; distributing 

news announcements; receiving and placing phone calls; and receiving visitors.  To accomplish 

the duties the Secretary must be comfortable and competent in making full use of social media 

and the wealth of computer-based resources such as Microsoft Office Suite programs in 

communications inside and outside of the church. 

1. Operate office equipment and receive, route and mail correspondence.  Maintain 

congregation mail box labeling.  Post correspondence on bulletin boards as appropriate. 

2. Maintain worship and Sunday school attendance records of members and visitors.  

Prepare and collect attendance recording forms. 

3. Complete and distribute worship bulletins through emails and print copies for in-

sanctuary use.  File worship bulletins. 

4. Prepare and distribute Ministry Happenings through emails and paper copies, and 

posting on the church website.  File Ministry Happenings. 

5. Prepare and distribute the prayer list through emails and paper copies, adding and 

deleting names as instructed by the Pastor or Nurture Committee Chairperson. 

6. Maintain church files. 

7. Prepare children’s worship bulletins and place them in the sanctuary.  

8. Prepare Lay Reader notes and place them in the narthex for the lay reader. 

9. Maintain, update and distribute electronic/printed copies of the WPC Communication 

Directory.  Maintain email groups. 

10. Maintain office supplies and order church supplies and Christian Education curriculum, 

as specifically requested by Pastor and Session Committee chairpersons.  The secretary 

will contact proper sources (Administration or Property Chairpersons) to arrange for 

maintenance of office equipment as necessary. 

11. Edit Web Site when directed to complete a change.  This includes the weekly posting of 

Ministry Happenings and updating the Web Site calendar.  

12. Update/Modify the electronic sign message when directed. 

13. Make Church Facebook entries as an Editor when directed. 
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14. When given a list of volunteers, prepare a Worship Service Duties calendar and 

distribute by electronic means and by paper copies. 

15. Prepare the Sanctuary for worship by removing bulletins and papers left behind, 

straightening bible and hymnal locations, replacing candle inserts and ensuring 

attendance pads and pencils are available in each pew.  

16. Assist in church key control by issuing and receiving keys and recording the activity. 

17. Assist in the preparation (printing and collating, electronic distribution) of Annual 

Congregation Meeting documents. 

18. Provide guidance to personnel who volunteer to help perform the duties of this position. 

19. Prepare a timesheet for each month, have it validated by the Pastor, and place the 

original in the mail slot of the Church Treasurer.  When the timesheet can’t be validated 

at the end of the month notify the Treasurer of the number of hours worked.  After the 

timesheet is validated provide it to the Treasurer.   

Guidelines for time off: 

1. Inform the Pastor and Chair of the Administration Committee two weeks in advance, if 

possible, if a week's absence is anticipated. 


