
Thank you for your interest in becoming the secretary at Kerrisdale Presbyterian Church (KPC). We 
worship at a 10 am Sunday service, both in-person and via livestreaming. We also hold meetings of 
various committees and study groups throughout the week and make our facility available to third-party 
users. 

In addition to working for our congregation you may also encounter members of two other 
congregations who use our facility: 

• Vancouver Taiwanese Presbyterian Church (VTPC)—2 pm Sunday service 
• Tenth Church Kitsilano (Alliance Church)—5 pm Sunday service 

While most of your workday will be spent in the office with our minister, the Rev. Richard Watson, you 
will also interact with members of the Session (elected elders who are ultimately responsible for 
everything that goes on in our church), members of the Finance and Maintenance Committee (F&M), 
and our treasurer.  

The rest of this document describes the type of duties our secretary performs for us.  

MANAGING INCOMING CHURCH COMMUNICATIONS (CORRESPONDENCE, PHONE CALLS AND MESSAGES, ETC.) 
Mail 

• Sorting postal mail and e-mail messages and redirecting them as needed to the appropriate 
respondent. 
Note: There are mail slots just outside the office into which you can sort this mail for pickup by 
KPC group convenors, VTPC representatives, or long-term third-party facility users. If it is not 
picked up in a timely manner, you should alert the recipient. We also have mail slots on the back 
wall of the sanctuary where congregational members and adherents can receive mail. If this is 
not picked up in a timely manner, you should contact the person’s elder (a list will be provided) 
to arrange for delivery. 

• Date-stamping all incoming invoices, statements, and bank statements and placing them in the 
treasurer’s file folder (on top of the desk near the second computer). If invoices arrive by e-mail, 
create a print copy, date-stamp, and file them. 

• Preparing correspondence for the minister’s signature 

Phone 

• Answering the phone during office hours and responding to voice messages left when the office 
is not staffed. Providing the information requested (as suitable) or redirecting as needed to the 
appropriate respondent. 

• As needed, recording a new message for the voice mailbox (a procedure and sample messages 
provided) 

Receiving and processing any money not contributed during the Sunday worship service 

• Recording any payments, donations, or offering envelopes dropped off in the church office and 
following procedures to bring them to the attention of the treasurer, the offering counters, 
and/or the envelope secretary 

 



ASSISTING WITH FACILITY USE REQUESTS 

• Familiarizing yourself with information about KPC’s facility use policies, fees, and availability so 
that you can provide information to those who enquire  

• Coordinating facility use by KPC and VTPC and other groups in consultation with the minister, 
Session (whose approval is required for use of the sanctuary), and/or the Finance and 
Maintenance Committee. Confirming approval by the designated member of the F&M 
committee before finalizing the facility use. This involves maintaining a long-range calendar 
(currently a paper calendar on the office counter as well as an online calendar) and posting a 
printed monthly calendar in the office window for reference when the office is not accessible. 

• Invoicing users of the facility and confirming receipt of the facility use fee from those users and 
keeping this information posted on a record sheet 

• Assisting the F&M representative in finding a host for a facility use event and filling out the 
payment request form for the host 

HELPING PREPARE PRINT AND ELECTRONIC MATERIALS FOR WORSHIP SERVICES AND SPECIAL EVENTS 

• Preparing the order of service in consultation with the minister. This includes print copies for the 
Sunday service as well as slides for the livestreaming process. 

• Integrating the Sunday morning announcements into the print order of service. 
• Keeping an up-to-date roster of scripture readers and coffee servers and sending reminders 

about the dates on which they have agreed to help. 
• Sending an electronic copy of the order of service to all who will be participating as scripture 

readers, greeters, AV technicians, or musicians.  
• Marking the passages that will be read in the large Bible with removable sticky arrows. 

COMMUNICATING WITH THE CONGREGATION AND VISITORS 

• Under the direction of the minister and in consultation with others, producing a weekly e-mail 
newsletter for distribution to the congregation as well as mailing printed copies to those who 
request them 

• Updating the KPC website and Facebook page on a regular basis  
• Assisting church members and visitors who come to the church office 
• Updating bulletin boards throughout the church on a regular basis 
• Under the direction of the minister, coordinating a pastoral visit schedule 

GENERAL CLERICAL DUTIES 

• Producing a variety of forms, including visitor cards, prayer request forms, etc. 
• Maintaining a filing system for minutes, reports, etc. for any church groups who are required to 

keep records 
• Assisting with the distribution of reports, minutes, etc. as requested 
• Ordering forms and publications as requested by the minister or the Clerk of Session 
• In conjunction with others, maintaining a congregational database that can be used for a variety 

of purposes (membership lists, directory creation, volunteers, elder districts, etc.) 
• Keeping the Operations Manual up to date 
• Regularly backing up computer files 



• Maintaining a record of individuals who have keys to various areas of the facility and who have 
alarm codes 

KEEPING OFFICE EQUIPMENT AND SUPPLIES MAINTAINED 

• Arranging for the purchase of office supplies as needed 
• Confirming with the F&M committee about the stock of cleaning supplies and ordering more if 

necessary 
• Under the direction of the F&M committee, contacting appropriate technicians, companies, or 

stores as needed to keep equipment operating efficiently 

HOURS OF WORK, PAY, VACATION, OVERTIME, TIME OFF, AND SICK LEAVE 

Hours of Work 
Our secretary typically has a 12-hour workweek for the busiest nine months of the year and a 9-hour 
workweek for the summer months. The current schedule is: 
September to May:             Monday to Thursday                   9:00am to 12:00pm 
June, July and August:        Tuesday to Thursday                   9:00am to 12:00pm 
This could be altered in consultation with the minister and the F&M committee.  
      
Pay     
The pay is $17 per hour to start. 
 
Vacation   
You would be entitled to two weeks of paid vacation for the first four years of service, with 3 weeks 
paid vacation in the 5th year.  Vacation dates are to be arranged in consultation with the minister 
and the F&M liaison member. 
 
Overtime 
Any overtime will be arranged in advance with the minister as well as the F&M liaison member.  In 
lieu of wages, time off may be approved. 
 
Time Off 
Requests for time off are made in consultation with the minister and the F&M liaison member, who 
will arrange for a substitute secretary as needed. 
 
Sick Leave 
The minister and the F&M liaison member are to be advised as soon as possible so that a substitute 
can be arranged. 

 


