
JOB DESCRIPTION - CHURCH OFFICE SECRETARY 

GENERAL DUTY 

A - Perform all secretarial functions necessary for the normal operation of 
the Church. These shall not necessarily include the performance of 
specific secretarial duties for any organization of the Church, unless 
time is available. J frf/h'-f Ef)vlf-1.t,,.y r;, B✓f'J, 5£=-cl!£rl1-1(R'fe-,r • ,- v/Y,_,,;r,;-
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A Collect unused Sunday bulletions and remove inserts that can be used in 
the future. 

~ - Offering envelopes are to be arranged nwnericallY, and the amou.~ts are 
posted to the member's account ~I'/ rl,F Cdn'f fvr ~ 

1 - Envelopes then diseaTEl-ed. fl.Ir Puc:-/lJt'Tei l fT -rlt~ ~I /I 
~p.rt:/l 71,;; Flt-.i' ,s {/lpP4-rtr.!l ,1. /Y} ;J,Ac__/(<f/J Pr. 

C - Church register of membership 

1 - &otisms ✓ 
2 - Ma~iages ✓ 
3 - Weddings r/' • 
4 - Fun era ls 1/ 
5 - New members ✓ 
6 - Di 
7 Sus nsicns 
8 - Co • n reco1::ds os ed to family rec rds ,,-/1 - . ] t' p 1 n T/2 t--
111-"/f-~1r'tf 7 1 UF • ""'- /JI ,r-4 i I: f/t• {It !Ji,/< /1~ s-. 

D - Hospit;)lized Persons ct34' Pv?>f1 ¥.-»elf ~E1::1< 

Avtw7""' 
1 ~ mail~nto members in the hospital ,,- 5 7 I? Y 15 
2 - Call hospital on Thursday to see if members (or non members) that 

were listed on the previous Sunday, are still there or have been 
discharged . 

fJ II-IN r11-1 P j /4- L l-
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F - Assemble and type the information for the Sunday bulletin 

1 - Duplicate and collate for distribution 

G - Check office supplies for necessary reordering 

~ p.-t f:;'"'f r /Y r,t,T7 CAY ,-. ,l 
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1 - If fa ·1y de res to purchase Altar flowers in any given week, and 
specifT c or or arrangement is desired, florist to be contacted 
and advi d accordingly. 

2 - Ascerta.n o whom the flowers should ge given at Church service 
3 tam ber of the family to see if they can arrange a pick-up 

flowe s. f r.5e .u-'f.J 
4 - R cord kept as to whom the receipent of the f ta; r@Fs ~ each week . 

-- --
I - Absence of custodian 

1 - Hake arrangements to unlock and lock doors 
2 - Get trash out to be collected 



J - People in builaing 

1 - vJhen any groups are using the building have to get them to the 
telephone when a personal phone call is received. 

K - See no evil, hear no evil, speak no evil 

1 - Have to have a sympathetic ear for the "criers" and a closed ear 
for the "gossipers" and a deaf ear for the "complainers". 

L - Try to keep the President of the Church Council and Pastor informed 
of any irregularitiesVthat should arise. 

,6 4- Y'AI f} 1.,1,onf 

GENERAL DUTIES 

A - Maintain roster 

1 - Church Officers 
2 - Church Council Members 
3 - Church Council Cow.mittees 
4 - Church Organizations and their officers 

B - Type all church related correspondence 

C - IsE/\,1,Q ;reeei pb.s=i'or mem.01ials ~d post amounts to the member's financial 
records.; A( C, 11,( P" /"e-4 

D - Collate memorials for inclusion in the special memorial booklets that 
has to be prepared during the year. 

E - Collate and type material for inclusion in the monthly newsleter, 
"The Endeavor." 

F - Sell tickets for various church affairs, and turn the proceeds over to 
t..he proper individuals. 

1 - Ticket sales are made directly from the church office during regular 
office hours. 

G - Type the quarterly letter to the Cradle Roll Leader announcing the new 
baptisms. 

<Ji ✓~~/./ ·a ;::.-r-,, c,, L~ 
H - Order supplies for the Church,, Church School and Church organizations. 

I - Handle all repair requests for office ~~chines 

J - Type and distribute all correspondce from the Church Council. 

K - Review, open, digest, and distribute mail. 

l - Prepare routine letters without direction, for approval and signature. 
2 - Answer routine letters in absence of the President of the Church 

Council or the Pastor. 

L - Maintain a shut-in list for the Pastor. 

1 - Th1plicate of list for the ladies who mail "The Upper Room. rr 



M - Type certific<> --::s for new members to the Chu rd. 

N - Maintenance of calendar tJ r- ~ve-,trr 

1 - Before any dates are approved, must be cleared through the Chairperson 
of the Calendar Comrr.ittee of the Church Council 

a - Church affiliated meetings 
b - Community meetings 
c - Pastor's appointments and/or meetings 

0 - Other duties: 

-¼-- M:lintain-th0 coke maohm 
2 - Go after memorials from shut-ins who are unable to get them to the 

Church office 
3 - Go to post office to get stamps when necessary 
4 - Set up "coffee corner" if there is a ministerium meetings at the 

Church 
5 - Provide copies of ~aptismal and Harriage records when called upon 

a - A fee of ~00 is charged for this service. 
6 - Take down any prelimenary information available, re baptisms, 

weddings, and funerals before turning person over to the Pastor 
7 - ¥Eke arrangements for special trash pick-ups. 
8 - Carry memorial cards to the Hoffmann Funeral establishment ONLY for 

church family members 

P - Act, as required, during pastor's absence, in making decisions or ~rrin 
taking any action not requiring supervisory approval. ·ru·,r AWfl Hf 

B - Add the ;f;i?na~l ~ e .- _ amo , ts _ig,.J)1¼ _ 
farr.ily "If./CRtfds ~()vJ/J~ 1: 1 Rh/(.. > ?Jlft;Af P-,.rr ~-

r showingtfieir ~6' al contributions. 

C - Order robes and obtain a photographer for the confirmation class 

1 - Type con~irmation certificates for each member of the class 
2 - Have to get a Chairperson to handle the confirmands oral quiz and 

covered dish dinner. , peL 
fiJ 11.tlfvH J/f) /J✓ C/""1110<- /VTl:'iV! 

D - Order all materials for the church supperf and make sure that t he..-pPoper 
FP1auti t.y j s recejved. ,A 



C 1No 

F - .M:lke up flowe1 - ags and contact shut-in member .milies to arrange for 
pick-up of Easter Ll.lies and Christmas Poinsettias. 

G - Prepare and assemble ann~~ re ort bo klet for con egations meetiri;B: tJy ,11;Jtr/l 
ti--- r~1-J;;;t..11I I ii,~ }(/tr~t·~ q..- Ji" ~,111-/t pvnt-- f ,?J ,4- I wJIFA/ ~--qvFJr#', 

HOUHS OF EMPLODIENT,4-,-r..,i,.1tir~ cJ ,,VI._ I 7'! rl/;' ~ ~ t- /;-,-Ill. /?u:11( .,r-Jt:'71' r- ,~,,,,-,t1"A-,,e~ 
I+- 1/.. 1 N< y'E'A-n. P,?~9._,IJ-f/Onl4t'Ly PC(I. /ti/), I IA.,,~,,.,vr 'bt..ll vff 

8 ..,,,k - Monday through Friday - 8:00 A,M. to t/:30 P.E. 

1 - Fifteen rr~nute break in morning 
2 - Half hour for lunch 
3 - Fifteen minute break in afternoon 

VACATimr "BENEFITS 
tJ ;f//; jf/1-.i-

A - One week is granted after :JS:K m~of continuous Sl!I'Vice and a second 
week after completing twelve months of continuous service. -1. ;1 < 

I<. I:-' f II t, t'!I !:> t I lo/ f/ I) t;'1'r /; 'l " 

B - Paid holidays which occur during employee•s.Jtvacation are to be ad~e~ v ~, 
pfln T II r- the b~~¼.r:rc: c,r 9R9: flf vacation period, N fl ~fJJ) I Id"'*'- flf-1/ i,vftl, !) If <,' r, 

f-Oll r1>c rfVl1 "Jf-1 

C - Vacation time is not accumulative from one year to the next; nor can an 
employee use vacation time in a current year that would be earned in the 
following year. 

D - Employee will not receive additional pay for vacation not taken. 

HOLIDAYS 

A - The following holidays shall be observed: 

1 - New Year's Day 
2 - Easter Monday · 
3 - Memorial Day 
4 - Fourth of July -
5 - Labor Day 
6 - Thanksgiving ..J.- ~~ 
7 - Christmas _. $j r 
8 - Day after Chris mas 

B - Should a holiday fall on Sunday, the following Noonday will be observed. 

A~ENCES 

A - No deduction of salar,r shall be made for absence due to illness, accident, 
death in immediate family and emergency up to ten (10) working days in 
any one year. 

B - Such leave of tL~e shall not be accumulated from year to year and cannot 
be used as additional vacation time. 

C - In case of longer absence, the Church Council shall take special action. 

D - Jury duty 

1 - Will receive salar;r ..ii · F r f1 e= -



REPLACEMEUT SECREI'ARY 
(f/6(,lfS7lt•r6 ro 

A - The Church Office Secretary will be responsible for ~g,{ the church 
~ a suitable replacement in his/her absence. 

1 - Said person shall be compensated for their service. 

B - In the event that the secretary does not provide the church with a suitable 
replacement, all pay shall be forfeited for his/her absence. 

1 - The Church 6ouncil shall -determine the exact amount of money to be 
deducted. 

SALARY SCHEDULE 

A - Shall be reviewed annually by the Church Council, upon recommendation of 
the Chairperson of the Finance Committee 

HOS PITALIZ..I\ TION 

A - To be covered, the employee must pass the ninety (90) day probation period 

~ - Employee covered under the :-::u.c.c. Medical plan 

1 - In the event employee does not want coverage under this plan, but 
elects to take coverage with another medical insurance group, employee 
must pay the difference between the two plans. 

\<X)RKMENS COHPENSA TION 

A - Covered tmder the Multi-Perial policy of the Church. 

SUPERVISOR 

A - The irrnnediate supervisor of the Secretary is the President of the Church 
Council. 

P!DLICY 

A - Any deviation from this job description must be approved by the Church 
Council upon recommendation of the Chairperson of the Finance Corr.mittee 
through the President of the Church Council 



J OB DISCRIPOTION 
CHURCH SECRETARY 

► ---GENERAL DUTIES AND OBJECTIVES 

Page-1 D 

A--Perform all secretarial functions necessary for the normal operation 
of the church. These shall not necessarily include the performance of 
5ecretarial duties for other organizations within the church, unless 
time permits. It will include other duties not specifically mentioned 
within this .document but within the purview of secretarial duties .. 

► ---WEEKLY DUTIES 
A--Offering envelopes are to be arranged alphabetically and the amounts 

posted to the proper members account on the computer. 

B--Empty envelopes are to be saved until the end of the month at which 
time they will be destroyed. 

C--Post the proper information in the proper register book below as well 
as enter the information into the computer. 
1--Baptism 
2--Confirmations 
3--Marriages 
4--New members 
5--Deaths 

D--Hospitalized· Members 
1--Mail bulletins to shut-ins listed in the bulletin for that week. 
2--Call hospital on Thursday to see if members that were listed on 

previous Sunday are still there or have been discharged. 
3--Make all necessary additions or deletions to the bulletin for the 

following Sunday. 

E--Type inserts with information, announcements, love gifts, memorials 
etc. to be placed into the weekly bulletin. 

F--Make copies of the bulletins along with all inserts, fold, staple 
and collate them and have them ready for Sunday. 

G--Check office supplies and order if necessary. 

H--Keep weekly listing as to who receives a rose. 

I--Absence of Custodian 
1--Make arrangements to unlock doors. 
2--Put trash out on trash day. 

J--Locate people within the building for personal telephone calls. 

K--See no evil, Hear no evil, speak no evil. 
1--Have a sympathetic ear for all members who come into the office. 

L--Keep the president and Pastor informed of any problems, or 
appointments they may have. 

M--RoQei vo telephone calls and take messages for the pastor regarding 
B•ptiam , Conformation, Ma r r iage, Funera l~ etc, 

N-·Receive telephone call regardinQ Tickets for raffles and keep a log 
of ~amc, answer question concerning church itinerary, 

o--Keep a 109 of love gifts and memor i a l s and enter them into the 
computer. 



P--Enter the weekly collection monies into the computer. 

Q--Performs other church and secretarial related duties as required and 
requested by proper authority. 

► ---Monthly duties 
A--Purge the office files and submit to the council all items to be 

destroyed for their approval. 

B--Destroy empty envelopes after closing out the month in the united 
computer program and the computer file has been backed up. 

C--Back up all computer files in which entries have been made during the 
month. 

D--Enter the final monthly revenue and church expenses into the 
computer. (Final tally sheet to be prepaired by the treasurer) 

E--Type collate and prepare materials for monthly council meeting along 
with a computer printout of income and expenses. 

F--Type and collate materials for inclusion in the monthly newsletter. 

► ---YEARLY DUTIES · 
A--Prepare new offering envelopes for end of year and post the proper 

envelope number to the propper member in the computer. 

B--Provide financial statement to members who request them. 

C--At the end of year prepare the computer for following year entries. 

D--Prepare and assemble annual report booklet for congregation meeting. 

~---GENERAL DUTIES 
A--Maintain Various rosters 

1--Church officers 
2--Church council members 
3--Church council committees 
4--Church organizations and their officer 

B--Maintain a shut-in list on the computer. 

c--Type birth, confirmation, marriage, new member certificates when 
needed, 

D--Maintain a calendar of events in the church office that has been 
approved by the church council. 

E--Compile letters on specific subjects requested by council president 
council members or pastor. 

F--compile thank you letters for bulletin when requested by member. 

EMPLOYEE RECIEVED COPY 

SIGNATURE _____________________ _ 



►◄ ---SUMMARY 

CONDITIONS OF EMPLOYMENT 

CHURCH SECRETARY 

PAGE NUMBER--1 

These duties will apply to both secretaries equally. Sharing these 
duties will be left up to the employees discretion unless otherwise 
instructed by the council president. Also, with mututal agreement, 
workdays may be interchanged. The incumbent secretary shall be the 
lead secretary and as such shall, to the best of her/his ability, 
provide to new employees normal instructions pertaining to the 
positions. Training on the computer will be provided by the 
incumbent secretary or a trained councilman. 

►◄ --HOURS OF EMPLOYMENT 
9 AM to 3:30 PM 
Monday Tuesday Wednesday -OR- Thursday Friday Saturday 

► 1--Part time permanent. 
► ·2--Three days a week. 
► 3--Fifteen minute break in the morning. 
► 4--Half hour for lunch. 
► 5--Fifteen minute break in the afternoon. 

►◄ --VACATION BENEFITS 
► A--Three days after a one (1) year service. 

► B--Six days after two (2) years service 

► C--Paid holidays which occur during the employees 
requested vacation are not to be considered as part of 
their vacation. 

► D--Vacation days are not to be accumulated from one year 
to the next. 

► E--Employee will not receive additional pay for vacation 
not taken during the year. 

► F--Vacations may be used in one (1) day increments. 

► G--Vacation days may be used in cases of emergency. If 
vacation days have been used, appropriate amounts 
will be deducted from the salary. 

► H--Overtime will be paid for hours worked in excess of 
forty (40) hours. Overtime must be approved by the 
president of the council, or his designate. 

►◄ --HOLidays 

The following holidays shall be observed. 
► 1--New years Day. 
► 2--Easter Monday. 
► 3--Memorial Day. 
► 4--Fourth of July. 
► 5--Labor Day. 
► 6--Thanks Giving . 
► ?--Christmas. 
► A--Should the holiday fall on Sunday, the following Monday 

will be observed. 



PAGE NUMBER--2 

►◄ --ABSENCES 

► A--Sick days up to five (5) days will be granted during 
any one year. This is not to be considered as extended 
vacations. A doctors certificate may be requested in 
cases of suspected abuse of this privilege. 

• ► B--Vacation days may be requested instead of sick days, 
when sick days are exhausted. 

► c--Death in immediate family, up to five (5) consecutive 
days excused. 

► D--Sick days shall not be accumulated from one year to the 
next. 

► E--Employee may keep money paid by the state for jury duty 

►◄ --SALARY 

► A--Salary shall be agreed to at the time of appointment. 

► B--Employees' will be paid salary rather than hourly rate. 

► c--Raises in salary shall be determined by the church 
council at the end of each year. 

► D--Secretaries will be under the general supervision of 
the president of the church council, but may be asked 
to typ~ letters etc. by other council members. 

►◄ --PROBATIONARY PERIOD 
► A--A probationary period of six (3) months will be served. 

► B--After the period, the church council will determine if 
the employee meets the requirements of the position. 

► C--If the employee meets the requirements, the council 
president shall inform him/her or the same. 

► D--If the employee does not meet the requirements, the 
council president shall inform him/her of same, and 
inform him/her of their last day of service. 

EMPLOYEE RECEIVED COPY 

SIGNATURE __________________________ _ 

DATE EMPLOYED _____________ _ 



JANUARY: 

For about 2 weeks in December through the first week in January, through 
the Bulletin, you advertise to all Organizations of the Church to get 
their Activites and Financial Reports into the office for publication of 
same for UE Financial And Activites Year Book. Once reports are in 1 thP.y 
have to be typed, run off and collated (I usually get · l00 copies made) 
and they must be ready for the Congregational Me~ting whch is usually 
held the last Sunda in January. 

The Central Atlantic Conference, Chesapeake Association will be sending 
in a request for figures for the UCC Year Book. They usually set a 
dead line for this material. The information is gathered from our Chui:ch 
Records (i.e. Baptisms, Confirmation, Adult members taken in, transfers 
out and Deaths). 

FEBRUARY: 

Approximately 2 weeks befoe Ash Wednesday, request through Bulletin, that 
members should bring in their palms from the previous year, to get them 
burned so te Pastor has them for Ash Wedesday. Bulletins have to be 
made up and hymns listed on te board on Wednesday morning. 

MARCH AND/OR APRIL 

Depending when Easter comes, we have to begin strssing the Worship Ser­
vices of Holy Week, particlarly "The Last Supper Tableau". 

~he Confirmands have to be measured and a request sent to C.E. Ward in 
Virginia to order rental Confirmation Gowns. They usually send you a 
notice several weeks before time. 

We also have to begin soliciting Easter Memorials. I usually make up 
about 400 Memorial Booklets for Easter as well as 400 Bulletins. Usually 
attendance is up for the religious Holiday. 

Also, go through the Record Books on the Confirmand Class of 50 years 
prior to the current Confirmat.ion Class.I list the names in the Bulletin 
also with their address at time . of Confirmation.We ask for help in trying 
to locate them, particularly th girls since they changed their last 
names. Ruth Beckwith is chairperson and helps a great deal with the 
assistance of Grace Fader, Florence Gundlach and Margie Willis. 

The 3 Ladies Organizations have a Luncheon/Games Party in April. We must 
get a check from the Ladies' Aid made out to the church in the amount of 
$10.00 for a permit. The Financial Secretary then makes a check out for 
$10.00 and a requst is sent in tote Police Department. When the permit 
is received, it is scotchtaped on the inside door of the metal closet in 
th office. 

Towards the end of April begin advertising for memorials for the Mother's 
Day Memorial Booklet. A deadline has to be set. Begin starting the 
Memorial Booklet for the second Sunday in May. 

MAY 

The Guild has a Mother & Daughter Banquet Ad Book. They request ads for 
"To Mother With Love" and "In loving Memory of Mother". These too must 
have a date line.The President of the Guild comes in and selecta a 
bulletin cover. 300 copies must be made. This money goes to the Guild. 



JUNE: 

Solicit Fathrer's Day Memorials - set a deadline. Memorials for this 
booklet are usually not too heavy. I make about 250 booklets. 

Request a $10.00 check from Financial Secretary to have a raffle. This 
is sent to the Police Department. Again the permit is tapled in the 

metal closet. Order 8,000 raffle tickets from Jim Pate, First 
Impressions. We have to number them and assemble raffle books in packets 
of $10.00. Two set of address labels must be made up. Two books of 
raffle tickets are made up for each member and friend of United. The use 
of the second. address lables are listed individually on 3x5 file cards. 
On the cards, you list the raffle book numbers. When the raffle books 
are returned, you list on the 3x5 card the dollars the individual sent 
in. These same dolla~s (if members) must be credited to their own in­
dividual financila record for tax purposes. 

JULY: 

Begin mailing th raffle tickets out. 

AUGUST: 
the 

Begin soliciting ads for Sour Beef & Dumpling Booklet. This must have 
a deadline too. Ads must be typed and I run 350 copies. They have to 
be run and collated too. Usually ad books are not printed till early Oct. 

SEPTEMBER: 

About 1400 tickets have to be ordered from Jim Pate, First Impressions 
for the ALL CHURCH SOUR BEEF SUPPER. They have to be numbered. 

Also in September the 3 Ladies Organizations again have a Luncheon/Games 
Party. The same procedure as in April, ordering the permit, etc. Tickets 
have to bl/ordered for this affair. - About 200. 

OCTOBER: 

All emphasis during October is for the Supper. As it is an ALL CHURCH 
AFFAIR office help is expected in anyway they can be available. 

Begin soliciting Memorials for Memorial Sunday, usually the last Sunday 
in November. Set a deadline. 

NOVEMBER: 

The beginning of the Holiday rush. Advertise te Thanksgiving Worship 
Service. Advertise the Congregational Meeting. Type up the November 
Memorial Booklet (about 300 copies). Begin requesting Christmas 
Memorials. A special Thanksgiving Worship Service Bulletin has to be 
made up (about 125). 

Ballets must be made up for th Congregational Meeting (100). 

DECEMBER: 

About 225 Worship Bulletins are made up. Attendace is usually up for 
Advent Worship. On Tinsel Sunday, make up 300. I make up 500 Christmas 
Eve Boo~lets and Memorial Booklets. People usually ask for more than 1. 



Tinsel Sunday tickets have to be made up. The Fellowship Chairperson 
tells you how many. Record must be kept of who gets tickets and how 
many. This is supposed to be for active members only but there are 
always exceptions. 

11/22/96 
mss 
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BALTI MORE, MARYLAND 21224 
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November 13, 1996 

On Wednes_days, open all mail and distribute same to the proper folders, 
Pastor, or put in Financial Secretary's folder located in metal closet. 

Check log book in metal closet - make sure anything written in it is 
handled (especially emergencies). 

EVERY DAY - CHECK ANSWERING SERVICE - COULD BE IMPORTANT MESSAGES THAT 
MUST BE GIVEN TO THE PASTOR. 

From the Cash Box in the metal box, get the Memorials out. If any are 
for current deceased people, make out the Memorial Card and send it 
to whomever the donor requests and put them in the folder in the bottom 
desk drawer marked "Bulletin Info". The memorials must be listed in the 
coming Sunday's Bulletin. or when the donor requests it be put in the 
bulletin. • 

/??'1 

Thursday, begin the Bulletin. First check the hospitals to see if anyone 
ia still a patient there . I f the y have come home, list their current 
address where tney are recuperati ng . (Thi s for active members only). 

The Pastor gives you the 'Religious Side of the Bulletin'. Rob Gundlach 
supplies the music early Thursday morning and the songs must be added 
to the 'Religou Side' of the Bulletin. The hymn nwnbers must be listed 
in the racks in the balcony of the Church. The Bulletin takes up a good 
part or most of the day. I normally make 200 copies of the Bulletin 
except Pa1m Sunday, Mother's Day, Father's Day, Memorial Sunday and 
Christmas Eve. On Memorial Sunday, I usually make 300. For Easter and 
Palm Sunday, I make approximate ly 350 (check the estimate in the book 
located i n the credenza in the nar thex) . For Christmas Eve, I make 500. 
Any that are left over on Christmas, I put in the following Sunday for 
those who couldn't make it for Christmas Eve. 

************************************************************************ 

For baptisms, weddings and funerals. A form must be made up and given to 
the Pastor. He arranges schedules for counselling. Close to the time of 
baptism and weddings, a certificate must be prepared. For funerals, it 
muc,t be brought to the P,uator ' 5 a ttention immediate ly. When the typed 
forms are completed, copi es must be made for Cass for the computer and 
Pastor. The baptism, weddings, new members and funerals must be written 
in the Record Books kept in the safe in the Pastor's Office.For weddings, 
a letter must be written to the organist and caretaker notifying them 
cf date and time. A copy i s kept i n the Fi l € until the Rite has been 
completed. 

In late December, begin putting in the deadline i n for presidents and 
t reasurers of gach Organization t n at. Activit:lo11 a.no J.i' inaneial St tom nt~ 
must be sent into the Church 0 t tioe for t he Yearbook whi ch is distri­
buted at the January Con9re 9ational Mae ting . About l OO copies are made . 
Original s t yped i n offic and s n t t o staples f o r t heir printing and 
coll ati on. 



In February begin soliciting Memorials for the Easter Booklet. Also 
begin advertising Lenten Services. Ash Wednesday, make up approxi­
mately 100 bulletins. For the next two weeks in Lent, make up 75 
bulletins and the last 2 weeks make up 50. Attendance falls off each 
Wednesday during Lent. Holy Week (The Last Super Tableau) make up 
175 bulletins! Maundy Thursday, make up 100 bulletins, Good Friday 
Morning make up 100 bulletins. For Easter Sunday make up approximately 
350 bulletins. The log book in the narthex is a big help in de­
termining approximation. 

In April and May, begin requesting Memorials for the Mother's Day Booklet. 

Also at that time, you will be getting Memorials for the Young Women's 
Guild Book. They must be kept separate from the Church's Memorial 
Booklet. The Women's Guild gets the money from their book. 

In late May and early June, begin soliciting memorials for the Father's 
Day booklet. They usually are not too heavy. Seems people don't re­
member dear Old Dad as much as they do Mom. 

In June order 8,000 raffle books from Jim Pate. When they come in, they 
must be numbered and made up into books of 10 chances. Get labels (2 sets) 
made and they are_ sent out to members and friends of the Church. None 
are sent to Nursing Homes. A card file is made up and the numbers of 
the raffle books are recorded on these 3x5 cards and when the books 
or money is returned, the amount is listed on the cards. 

In August, begin soliciting patron ads and regular ads for inclusion in 
the Sour Beef and Dumpling Ad Book. 350 copies are made and the book is 
given out with carryouts and those eating in. All money from the Ad 
Book is held for Chairperson of the Ad Book. Raffle tickets are recorded 
on a weekly basis and the money g i ven to the Financial Secretary. 

In September, order 1400 tickets from Jim Pate, for the Supper. These 
have to be numbered. 

Tinsel S~nday tickets must be ordered. Fellowship Chairperson will advise 
the number to be printed. These too have t o be numbered. An account of 
who purchases tickets in advance must b e kept. Amount of tickets sold 
early with the money collected should tally to the same amount. The money 
is turned in on the days of the Supper. 

In November, ballots must be made up(l00) for the election usually held 
in November for new council persons. These are held under lock and key 
till the date of the election. 

Three times a year, checks must be requested of the Financial Secretary, 
made in the amount of $10.00. These are sent to the Baltimore Police 
Department to get permits for the 2 Luncheon and Games Parties (these 
dates vary) and also for the Raffle. 

A!Jt SUPPLI ES FOR SUPPERS, TINSEL DAY, MOTHER & DAUGHTER BANQUET, ETC. 
MUST BE ORDERED FROM THE CHURCH OFFI CE. ALSO ALL OFFI CE SUPPLIES MUST 
BE ORDERED THROUGH THE CHURCH OFFICE. 



In between times, you will get requests for letters to be typed, by the 
various Ladies' Organizations. After typing, they must be printed and 
the person requesting the letters will come in and pick them up. 

The Church Office Secretary is also a part of the Calendar Committee 
chaired by a council member. Requests for dates is given to the chair­
person and when they are council approved the date is written in the 
calendar. The office usually gets them in writing from the requestee. 

During National Secretaries Week, the President, Pastor and one other 
council person takes the Secretaries out to lunch. At Christmas the 
secretaries each get a $50.00 bonus. 

Paid Holidays: 

New Year's Day --- Easter Monday --- Memorial Day Holiday --- Fourth 
of July --- Labor Day --- Thanksgiving and the day after --- Christmas 
Day and the day after 

In the Sunday Bulletin, pastor likes to have all announcements printed 
at least 3 times. Often inserts are requested (this could be special 
music, flyers, etc.) 

Vacation - under Council's jurisdicton. 

CONFIDENTIALLY AND HONESTY ARE A MUST. Dollars and cents are never made 
public. 

*********************************************************************** 

All monies received in the Office must be recorded - except weekly 
offerings. They are put in the cash Box for opening by Councii Members 
on Sunday mornings. Memorials must be opened and after reported in the 
Bulletin - money is stapled onto the front of the envelope together 
with the giver's envelope numbers, amount of donation and check numbers 
if by check. Then each gift is printed on a sheet, listing the same 
information, envelope number, amount, etc. The money shown on the sheet 
and the actual envelopes should be the same or something is wrong. 
A copy is made for the Financial Secretary and the original given to 
Cass for computer. If a giver specifies that money is to be used toward 
the boiler fund, a listing in the ledger in the bottom drawer (green or 
blue book) found in the bottom desk drawer in the desk opposite the 
main desk. Once a month, this information is given to Jim Tallagsen who 
is in charge of donducint the Boiler Fund. The same applies to regular 

~ Memorials. For members it is put on their financial record. For non­
members, a copy of the bulletin showing their memorial or love gift and 
a receipt of their contribution to the church is mailed to them. All 
memorials are listed in the brown book found in the same drawer as 
listed above. 

In between times, the phone or door bell must be answered. Messages have 
to be taken and distributed to the persons for whom they are intended. 
Sbut-·ng call in often, just beca~se they re lonely and want eome one 
to talk too. 

Somat1mes Council members and just members of the ChurGh cong~egate in 
the Church Office. At timee this c~n be a nuibance. Sometimtie, i th· y 
g4th~r too long, you taetfully h v to ask th m to lave. A -
closed ~aster's door has to be respected. 



,. Pastor's mail is given priority. Everything has a deadline but most 
people seem to ignore same and some get upset when the deadline has 
passed and their memorial or love gift cannot appear when they want it. 

I always try to get the Sunday Bulletin finished on Thursday in case of 
a blitz in the copy machine, we can get the machine repaired or taken 
elsewhere for printing. This doesm~t happen often but it is a real 
headache when it ,does. • 

The Secretaries job i"s definitely not an 8 to 4 or 9 to 3 job; because 
of deadlines, you must often stay to get a job completed. 

*********************************************************************** 

The United Endeavor is printed 4 times a year and sent out to all on 
the mailing list.' . They should go out 2 weeks before Lent, June, 
October (after the supper so name of winners in the raffle can be announ­
ced) and the Advent :tssue:,- which includes the coin folder. 

The Secretary is exptected to donate some volunteer time at the ALL 
CHURCH SOUR BEEF AND DUMPLING SUPPER. 

Sick paid holidays are determined by the Council. 

Vacation is determined by the Council. 

This Secretary got 1 week after a year, 2 weeks after 10 years and 3 
weeks after 15 years. For the last couple of years I only took 1 week. 

••********************************************************************** 

Various times of the year ·:the Secretary has to write to the East 
Baltimore Guide advertising Luncheon and Games Party as well as the 
Sour Beef Supper. 

John, this may not be in the order you would like but I tried to do my 
best in getting everything down. I may have missed some things but I 
sincerely hope not. 
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