COUNCIL OFFICER JOB DESCRIPTIONS—Calvary Constitution
C11.01 The officers of this congregation shall be a president, vice-president and secretary, and a treasurer appointed by the Council (who does not need to be a member of the Council). 

a. 
Duties of the officers shall be specified in the bylaws and continuing resolutions.

B11.01 Duties of Officers and Committees of The Congregation Council:

1.
The president shall preside over meetings of the Congregation Council and of the congregation unless the meeting decides otherwise.

2.
The vice-president shall preside in the absence of the president, unless the meeting decides otherwise.

3.
The secretary shall keep the minutes of the Council and of the congregation and shall preserve its archives.

4.
The treasurer shall be bonded and shall be custodian of all funds of the congregation, local and synodical, and shall disburse all such funds in accordance with the decisions of the congregation or the Congregation Council. The treasurer shall present a duly audited report to the annual congregational meeting and other such reports to the Congregation Council as may be required. 

b.
The officers shall be voting members of the congregation.

c.
Elected officers of this congregation shall serve similar offices of the Congregation Council and shall be voting members of the Congregation Council.

PRESIDENT—Other Duties

· Keep communication open between staff, council and congregation

· See that the Constitution and By-Laws are followed.

· Be familiar with and use Roberts Rules of Order at all meetings.

· Oversee completion of programs that the council and/or congregation enact.

· Sign all legal documents on all matters concerning the congregation.

· Call special cou8ncil or special congregational meetings when needed.
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