Clerk Job Description (Sample)

as prepared by the Diocesan Office of the Diocese of Fond du Lac

Position:
Clerk.

Purpose: 
Secretary of the Vestry who documents, communicate and confirms actions taken.

Selection:
Elected annually by the Vestry and accountable to the Rector/Vicar and Senior Warden.

Responsibilities and Duties

General

· Distribute agenda provided by the Rector, Vicar or Warden

· Distribute minutes from previous meetings;
· Maintain roster of members and contact information; 

· Take notes during vestry meetings and, afterward, prepare and distribute minutes;
· Maintain a file of all vestry meeting minutes and supporting documents;
· If asked, take minutes for the annual congregation meeting; Prepare, date, sign and maintain documents as required;

· Attest to all documents requiring it.

· Be aware of the following information: a current copy of corporate charter, current bylaws, congregation’s Tax Identification Number, congregations Certificate of Exemption from State Sales / Use Tax.

References: National (2012) Canon III.5.2(c) | Diocesan (2012) Article XIV, Section 1 & 2; Canon 4.1(2)(B); Canon 6.4(7); Canon 9.1 | Vital Practices for Leading Congregations, ecfvp.org | Vestry Papers, ecfvp.org/vestrypapers | The Vestry Resource Guide, Episcopal Church Foundation, 2007.
