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Position Description for the Stated Clerk/Administrator
Presbytery of Elizabeth
Title:





Stated Clerk/Administrator
Purpose:
The Stated Clerk is the ecclesiastical officer of the Presbytery under the provisions of the Book of Order; serving as parliamentarian of Presbytery, the interpreter of the Constitution of the Presbyterian Church (USA) and the official correspondent of the Presbytery.

The Administrator serves as a staff member of the Presbytery and is the coordinator of activities and tasks of the staff of the Office of Elizabeth Presbytery.
Accountability:
The Stated Clerk is accountable to the Presbytery through Presbytery Council.

The Administrator is accountable to the Presbytery through the Personnel Committee.

Duties and 

Responsibilities:
The Stated Clerk is responsible for recording and expediting the transactions of the governing body, keeping its rolls of membership and attendance, and preserving its records carefully, furnishing extracts from them as required by another governing body.  Ecclesiastical communications addressed or referred to the Office are the responsibility of the Stated Clerk who conducts the correspondence required, as directed.  The duties of the Office are performed in strict adherence to the responsibilities of the Stated Clerk as prescribed in the Form of Government (G-9.0203, 14.0303d, 14.0305a, 14.0305b), the Book of Discipline (D-11.0601, 11.0701, 11.0801), the General Rules of Judicatories, and the Manual of Administrative Operations of the Presbytery.

The Stated Clerk interprets the Constitution and the actions of the Presbytery when requested.  He/She is mutually responsible with the Executive Presbyter for interpreting the Presbytery’s Manual of Administrative Operations.  Differences in interpretation of the Manual shall be referred for resolution to Council in consultation with the Personnel Committee.  The Stated Clerk advises Presbytery members, commissioners, churches, clerks of sessions, committees, and commissions, together with Presbytery units on ecclesiastical law.

The Stated Clerk serves as an ex-officio (without vote) member of the Presbytery Council as Secretary, preparing a digest of its actions, and communicating those actions as directed.  Based upon information and time requests from Unit chairpersons and other Council entities, the Stated Clerk shall prepare a proposed Docket for regular stated (and any and all special) meetings of Presbytery.  Said Docket shall be distributed with appropriate additional documents to all voting members of Presbytery, prior to the Presbytery Meeting.

When required, the Stated Clerk advises the Presbytery’s Permanent Judicial Commission and Investigating Committees and expedites their work.  Upon receipt of the certified copies of the final decision in a case from the Clerk of the Permanent Judicial Commission, the Stated Clerk shall report the same to the 





Presbytery if it is in session at the time, but if not in session, at its first regular meeting thereafter (D-8.1600, 8.1800, 8.1900).

The Stated Clerk has responsibility for Presbytery meeting places by serving as liaison between the Presbytery and the church hosting the meeting.

Annually, during the first week of January, the Stated Clerk brings to the attention of the Presbytery any imbalance between the number of minister members and elder commissioners.

The Stated Clerk shall submit required reports to the Synod and General Assembly including minutes of the Presbytery to the Synod for review, reporting the Synod’s subsequent action to the Presbytery at its first regular meeting thereafter.

The Stated Clerk attends the annual Fall Polity Meeting of the Office of General Assembly in order to:

· Exchange information with the Stated Clerk so other Presbyteries and foster career development;

· Be available to give information, background and intent on any overtures, memorials or other papers the Presbytery has submitted;

· Monitor the proceedings, noting and communicating the matters that may affect the Presbytery.

Relationships:
The Stated Clerk is the ecclesiastical officer of the Presbytery and functions in this capacity as defined by the Constitution, the Manual of Presbytery, and this position description.  He/She serves as advisor to the Planning and Review Committee and the Committee on Session Records and as a member of the Coordinating Committee of the Council.

The Stated Clerk attends meetings of, and serves as resource to, the Committee on Ministry in order to provide information, guidance and counsel on the Form of Government and interpreting church polity on matters pertaining to the Committee, and alerting the Committee to the traditions and history of the Presbytery.  Further Assignments of the Stated Clerk/Administrator in this area are:

· Processing calls, contracts, dissolutions and transfers;

· Processing matters relating to judicial process and governing body correspondence, as directed.

· Maintaining open communication with the Moderator of the Presbytery, the Council Chairperson, and the Presbytery Executive.

· With the Executive Presbyter, coordinating their work together as practically necessary.

· Coordinating work with the Secretary to the Stated Clerk/Administrator in order to complete position responsibilities in a timely manner.









In like manner, the Stated Clerk/Administrator shall also resource the Committee on Preparation for Ministry, the Committee on Representation, the Trustees and the Administrative Support Unit (including the Audit Committee), the Communications Committee, the Financial Development Committee, and the Personnel Committee of Presbytery.

The Stated Clerk/Administrator, working with the Executive Presbyter, will serve as supervisor of the Presbytery Office and Staff, providing information to the Personnel Committee as needed regarding persons supervised.

The Stated Clerk/Administrator reports Stated Clerk matters to the Presbytery, while administrative functions are accountable to the Presbytery, the Executive Presbyter, and Presbytery Council.

Terms:
The Stated Clerk/Administrator is elected by the Presbytery for a term of three
 years and is eligible to re-election for an indefinite number of terms.

Evaluation:
The work of the Stated Clerk/Administrator is reviewed annually by the Personnel Committee of Presbytery Council.

Election:
The Stated Clerk/Administrator is elected by ballot for a three
 year term upon the nomination by the Nominating Committee of the Presbytery at the May meeting of Presbytery to take office at the close of the June meeting of Presbytery and shall be eligible for an indefinite number of terms subject to the provisions of the Book of Order.

Status:
The Stated Clerk/Administrator position is an exempt, part-time position ordinarily requiring two days per week, as well as attendance at meetings of assigned committees, Council and Presbytery.  Additional hours may be authorized by the Personnel Committee in the case of extraordinary additional work or special projects.

Italicized items refer to changes in the job description made necessary by the decision of Presbytery as of June 27, 2006.

� Note: The current Operations Manual indicates a 5-year term; processes have been initiated to change the term to 3 years.  The most recent election took place in June, 2006 (but was for a five-year term).


� Ibid.
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