Secretary
1. POSITION:  This is an authoritative position, designated as President-Elect and held by a member who is a dedicated servant-leader.  He shall be responsible for the legal records of the congregation.  He shall have the authority to countersign all deeds, mortgages, notes, leases, and/or legal documents executed as may be assigned to him by the congregation.  The Secretary may enlist the help of recording secretaries.  
2. QUALIFICATIONS:  The person in this position shall serve as an example of Christian leadership through his own worship and devotional life, and personal conduct, in accordance with 1 Timothy 3: 2-10. In accepting the election as Secretary he shall commit himself to personal growth in the knowledge of God’s Word through regular worship, attendance of Bible Classes and be responsive to spiritual guidance given by the Pastor.  He must be a voting member in good standing with the congregation, and shall complete the Core Curriculum Bible Study.   
3. RELATIONSHIPS:  This position shall report to and be responsible to the Coordinating Council.  

4. RESPONSIBILITIES:  The Secretary will oversee all aspects of our congregation’s records management and work with fellow members of the Council to:  
a. Ensure that the proceedings of the voter’s, Executive Board and Coordinating Council meetings are accurately recorded. 
b. Maintain a record of congregational policies and decisions.
c. Serve as a member of the Executive Board and a legal trustee of Our Savior’s Lutheran Church and School. 
d. Ensure adherence to sound doctrine and practice within the congregation.
e. Be responsible as a member of the Coordinating Council for maintaining true doctrine and Christian discipline in the congregation.

f. Assist the Pastor in the administration of the sacraments, when necessary. 
g. Be responsible for reviewing the Church By-Laws annually and making recommended changes as necessary.
h. Work with the Coordinating Council on planning for and training a successor
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