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B:eport si.f 2..2~cir 1 .22.Illl'r'.it!~~ 
to 

~ru 6, 197J 

EXPmine tbe require~ents for FD rdministrFtive FSSisstrr.t to 
the fr.star . 

PROJECT 

mo study the desirability of estrblie:ting t~e yOsition o 
dMinist"'rthe ~ssfrstrnt to t' e .ester rt DuY.:e l'.emorirl tnited 

Metrodist church, with tte view to reduc~ng the ed~inistrative 
loPd on the pestor . 

discussicn f the r.on - professioD£"1 r~"'inistrative rctiv­
ities of t!-e c!:'urcr reve£led th.rt there WPS e very hen1y loPd on 
the pest-r to sl·)ervise theed inistrpt~or of t.1-:e durch w ich 
could only te accomp_ished to the detriment of t<e sastorel ect-
ivities . s e consequence jF itor.;_pl service Wl?S lelow er~ ecceJ.t.-
rble minimum . SO"lP flinctions we,...e not crrried out esuec;rlly in 
field of administ.,.etive plpnning Sl'~i PS control of church eq'·ip­
ment , inventor~' contr'll , 'JurchPsing, i e:.,ect.;0n p,r1 L .,sc, Je "l' in­
ter.at ce . 

It wes tre consensus of tre committee tb.Pt the RdministrFtive 
require~ents of t: e er urch were of such l!lP pnitude ti-·At t~ e~r could 
only be rdequrtly hrndled l:y estPllishing "the 1ositior of Admin­
istr..,tive ssisstent to the pe.stor . i:rowever !t w<>s · e:ieved thet 
if PD exp~rnded orogrr.m WPS es'riblished utilizing the kitcf.en to 
rrrede"· "dvrnt<- ge it would pr'lba'cly l,e r. 0 cess?r,Y to ottP in Ue 
services of P full t'~e hostess . 

It wrs the opinion of t~e committee thet P com~lete ex­
qmim~ ~ion of t1'oe w\-ole Prep of non- pref essionr l services r-hould 
be en ePrly tAsi for PD Pd~inistrPtive rssisstrnt . 

dminist"'Ptive t~sks 
Jenitorirl ~nd custodirl service 
,__: nd s CP f)e r nd lr wn se:cv ice 

,... id ser' ice 
Church security 
o~enir0 ~nd closing the ch~rch 
tr intenPnce 
Inspection 
Co-ordinPtion of kitchen o 'erPtions 
C.:uper; is ion of crl1rc~ pro--)erties 
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AdministrFtive tasks contiQ!:!.Q£ 
Disoosition of excess property 
Inventory control 
Purcl:asing 
Fin?nciel ?nd budget "Ctivities 
Pookeepinc; 
E\'ery me"'!ber canw:is 
New member solicitPtion rFin?~cial) 
Suoervision of tbe use of churcb ~?cillities 

Co-ordin»t or of weddings P ~ i\rnernls 
Co-ord in" tion of preschoo.1.. r.s it relPtes to the chirch 
Co-orfl'nPlion of ectivities releting to tre 11 PPstors Clcset) 
<u~e~vision of volunteer service 

Job r'es cr.L~.iQQ 
See ettPched sheets 

Q2Qclusio_!l 
ThPt the position of Adrninistr,,tive Assisst~nt to tie 

te esteblished r.d thet funds fer ttis position be included 
budget for 1971 . 

Re£2~nd~!:,io£ 

Pstor 
in the 

':'het tre dministrative r oard of the Di lre JtemoriP L United 
t-:ethodist Chl rch Approve Ve conclusions of trms corr.·nittee end 
direct the FinPnce Sommittee to include funds for tbis purpose 
in tbe 1971 budget. 

Committee members 

!<'rs. '•l?lte~ Seeley 
Vrs . John Gl8 sson 
1".r. I?ney Funde~turk 
Kr . rorace JVensfiels 




