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Mey 6, 1970
Report of Specisl Committee
to
Exemine the requirements for sn administretive sssisstant to
the Pastor.

PROJECT

To study the desirebility of esteblishing the pesition of
Administrative Assisstent to the Pestor et Duke Memorisl United
Methodist church, with the view to reducing the administrative
loed on the pastor.

DISCUSION

A discussion of the non-professionel administrative activ-
ities of the church revealed thet there was & very heavy loed on
the pastor to supervise the sdministretion of the church wrieh
could only be sccomplished to the detriment of the pastorsl act-
ivities. As 2 consequence janitoriel service wes below an zccepé~
eble minimum. some functions were not cerried out especiaslly in
field of administrative planning such ss control of church equip-
ment, inventory control, purchasing, inspection and leudscepe medn-
teravce.

It was the consensus of the committee thet the administrative
requirements of the church were of such megnitude that they could
only be sdequetly hendled by estsblishing the position of Admin-
istretive Assisstant to the pastor. Fowever it wes relieved that
if 2n expanded program wes esteblished utilizing the kitchen to
greater advantsge it would probably be necessary to obtain the
services of 2 full time hostess.

It was the opinion of the committee that & complete ex-
amination of the whole srea of non-prefessiocnel services should
be gn eerly tesk for en edministretive szssisstant.

Administrative tasks
Jenitorisl end custodial service
Lendscape end lswn service
Meid service
Church security
Opening end closing the church
Meintenance
Inspection
Co-ordination of kitchen operations
Supervision of church properties







Administretive tasks continued
Disposition of excess property
Inventory control
Purchesing
Financiel and budget sctivities
Rookeeping
Every member canvas
New member solicitetion (Financial)
Supervision of the use of church facillities
Co-ordination of weddings and funerals
Co-ordinstion of preschool es it relstes to the church
Co-ordination of ectivities releting to the "Pastors Closet)
Supervision of volunteer service

Job descrintion
See sttached sheets

Conelusion
Thet the position of Administrative Assisstent to the Pestor
be esteblished snd that funds for this position be included in the

budget for 1971.

Recommendation

Thet the Administrative Poasrd of the Duke Memorisl United
Methodist Church approve the conclusions of thés committee end
direct the Finence Committee to include funds for this purpose
in the 1971 budget.
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