

THE MINISTRY OF THE

CHURCH CLERK



You may be reading this because you have 
been asked to serve your local church as
church clerk or perhaps you serve on a
church nominating committee and wonder
what the clerk is expected to do. In either
case, if you understand the church as the
body of Christ and understand the call to
ministry as experienced by each member,
 this will help you see the role the clerk
fills within a local church.


______________________________________________
God supplies each person 
in the church with the resources
for ministry - scripture, 
spiritual power, God’s character
and spiritual gifts.
______________________________________________


BIBLE PRINCIPLES
God asks the church to be a community of people sharing a common purpose and fellowship, continually growing in faith and in the knowledge of the Son of God. It is "his body, the fullness of him who fills everything in every way."[Eph 1:23)

You experience the presence of Jesus Christ in the world within your church; the world experiences the living presence of Jesus Christ as it witnesses your church. When a local church serves the world, it is an expression of the love of Christ to the world. It is the body of Christ serving the world's needs and being used by the Spirit as an agency of salvation.

Thus the church is a servant body. Created for service, it serves the Lord in praise, serves one another in love and serves the world in humility. "For we are his workmanship, created in Christ Jesus for good works, which God prepared beforehand that we should walk in them." (Eph 2:10]

Our priesthood is to each other within the church and to the world. The clerk, like every other church officer, is a ministering servant of God. Every Christian believer is called to ministry, gifted by the Holy Spirit and, in baptism, ordained for ministry. (Eph 4:11-12)

THE ROLE OF THE CHURCH CLERK
The church clerk is to ensure that the church’s records are maintained and that the church’s business is accurately documented. The church clerk works in close relationship with the pastor and the rest of the church officers as well as the members. The church clerk reports to the local conference and serves on the church board. Reporting to the clerk are sometimes assistant clerks, depending on the size of your congregation and if you need help.
Being computer literate is of great advantage but not essential for the role of clerk.

TIME COMMITMENT
If you are selected to perform this ministry, you will be asked to make a commitment to serve for at least a year, perhaps two years. If you are good in this role and you are enjoying the work you may spend many years as church clerk.
The weekly time commitment will be governed by the size of your church and the projects and activities it pursues.

APPROPRIATE SPIRITUAL GIFTS
Church clerks need to work with lists, membership changes, leaders and members.

They will have an eye for detail and possess the spiritual gifts of: helps, energy, orderliness, love and confidentiality.

The gift of Helps (I Cor 12:28) enables the clerk to give more than merely perfunctory answers. The clerk is the keeper of church records. These records belong to the church and should be kept in a safe place as an historical record of the church. The clerk is a source of information on many items and is a great help in supplying statistics, history and church procedures.

The gift of Energy provides the clerks with a gift that enables them to be "not slothful in business" as they serve the Lord (Rom12:11).
The body of Christ involves many diverse parts but those with the gift for Orderliness and detail are particularly needed. The importance of the clerk's work in bringing order to the church cannot be over emphasised. In most churches where no office secretary is hired, the clerk conducts most of the church’s business. His or her contribution is invaluable. A church that conducts large projects (i.e. building) the clerk will work in close consultation with the pastor and the church treasurer. 

While it is the gift most desired by all members of the church, Love needs to be particularly manifest in the clerk: love unconditional, without judgment or favouritism.

Confidentiality. There are times within your ministry when you will be exposed to confidential information about people or property. Your ministry will be effective if you can keep confidence.

HOW TO PLAN
 Determine how you will go about organizing the necessary records and making the reports to those entities which must receive them.

* Board Meeting Minutes (monthly)
* Business Meeting Minutes (quarterly)
Special Board and Business meetings may be called in addition to the above.
* Membership records (Online Membership Management)
At the beginning of your term of service meet with those in your church who hold other leadership positions and set up a system of receiving and disseminating information to foster team work. Get to know the people in the church family, especially the new ones who are just transferring into the church or recently baptised. Help them get involved with the church program and feel a warm welcome from you. Watch for those who may not attend regularly or who are ill and mention these names to your pastor and elders. Your role is that of ministry.

TOOLS FOR MINISTRY
Church Board and Business Meeting Minutes   
As the Secretary to Board and Business r Meetings of the church accurate records of these meetings are vital to the smooth running of the church and may be referred to many years later as they are a public record of the meetings. They could be called upon as a legal document. A folder containing the official copies of the minutes should be kept.
Official copies should be signed by the pastor and church clerk after been approved by vote of the church meeting.

Computer/email Tool
The Minutes should be prepared immediately following a meeting. The clerk should send a copy of the Minutes to the chairperson of the meeting for approval and action. Minutes should be sent to Board members before the next meeting. These Minutes are voted at this next meeting as a true and accurate record. The official copy should be signed and filed, along with any supporting documentation — i.e. reports; letters, financial statements, etc.

Handwritten
The principles are the same but the process of dissemination will be different. Most churches now operate with computers. However, handwritten Minutes are still an acceptable legal document.

Membership Management (church roll)
The accurate record of church membership is another vital responsibility of the church clerk.

The Australian and New Zealand Unions operate an ONLINE Membership Management database in which church membership records are stored; transfers in and out; baptisms; professions of faith; deceased; missing and removed are affected. The constant task of updating membership detail such as address; phone; church office is also done in this system. Access to the ONLINE data base is via permission of the North New Zealand Conference. Training and follow up support is given by the Conference membership secretary.

This data base also has provision to enter the names of non-member5; i.e. unbaptised children; attendees who are not members or who are under transfer or having Bible studies.

ONLINE churches are those who have a clerk who has been trained in operating the data base system

OFFLINE churches are those whose clerks are not computer literate or do not have access to a computer. 
Offline clerks should contact the Conference Membership Secretary for any transfers additions or deletions to the church roll. Local church clerks no longer handle paper transfer papers. 
Process: There must always be a vote by the church either in the worship service or a Business Meeting, not just by the Church Board, to add or drop a name from the church membership roll except in the case of the death of a member. See Church Manual.

STATISTICAL REPORTS
Quarterly: A quarterly report of membership movement is required by each Conference. This information is gathered by the New Zealand Pacific Union and forwarded to the General Conference.

ONLINE clerks are required to keep detail up-to-date as it happens in the local church. At the end of each quarter the local Conference

Weekly: Clerks are to ensure (by delegation) that the weekly church service attendance is counted and reported to Conference (this is one total figure of everyone in attendance at church including babies and guests).
Likewise (by delegation) the 2nd and 7th Sabbath School attendance count is to taken and reported to Conference for sending to the General Conference. This is one total figure as above.
Membership Secretary will close the quarter.
OFF LINE clerks will be sent a paper report form to complete immediately following the close of each quarter to be returned for the Conference Membership Secretary to enter into the ONLINE system.

New Church Officer notiﬁcation: Each year the conference requests churches to submit the detail of new officers in the local church.
ONLINE clerks will do this via the data base.
OFFLINE clerks will need to complete a form and return it to the office.

Special Tasks: From time to time church clerks are requested by the conference to do special tasks: i.e. submit Constituency Meeting delegates; facilitate Attendance Surveys, etc.

· IMPORTANT NOTES
At all times the Clerk should keep the Conference Membership Secretary informed of any change to their address or contact detail. The role of church clerk is very important to the administration of the local church and the conference. The conference values the ability to be able to contact a church clerk quickly.
· 
We live in a very litigious age; therefore it is important that the church clerk be familiar with the correct process of dealing with membership issues, legal issues, land and building; defamation, etc. The Seventh-day Adventist Church Manual is a guide to process and, if followed, should avert any civil action brought to the church.

· Remember, although you deal with statistics, the figures involve the activities of people; people willing to serve, people able to serve, people whose vocational skills and spiritual gifts can aid the church ministry.
Treat them like partners in the program of the church and they will respond with gladness.


RESOURCE MATERIALS
The Seventh-day Adventist Church Manual outlines very specific procedures for the transferring of members and the keeping of records. It is an essential resource for clerks. It is available in book form from the Adventist Book Centre or online at
http://www.adventist.org/beliefs/church-manual[index.html

Help Desk
North New Zealand Conference Membership
Secretary:
Mrs. Valmarie Young   09 277 8523
valmarieyoung@adventist.org.nz
North New Zealand Conference General Secretary
Rosalie McFalane    09 262 5620
RosalieMcFarlane@adventist.org.nz
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