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Recording Secretary 
 
 
1. PURPOSE : The office and position of Recording Secretary is established according to the 
Constitution and By-Laws of Trinity Evangelical Lutheran Church. The purpose of the Recording 
Secretary is to keep accurate and permanent records of Church Council and congregational meetings.  
 
Service as Recording Secretary is well suited for individuals who are motivated by a passion to help 
the congregation serve our Lord through use of their administrative talents and abilities.  
  
2. TERM OF OFFICE :  3 Years (elected by voters) 
 
3. QUALIFICATIONS:  The Recording Secretary serves as an example of Christian leadership 
through his own worship, devotional life and personal conduct in accordance with 1Timothy 3:2-10. 
In accepting the election as recording Secretary, commits himself to personal growth in the 
knowledge of God’s Word through regular worship, attendance of Bible Classes, in personal study 
and meditation, and be responsive to spiritual guidance given by the pastor(s).  He must be a voting 
member in good standing with the congregation.    
 
4. RELATIONSHIPS:  The Recording Secretary should seek to support the spiritual growth and 
harmony of the congregation through his example of Christ centered servant leadership, and works 
closely with the Pastor, Church Council and Church Secretary.   
 
5. CONSTITUTIONAL RELATIONSHIPS:  The President will adhere to the Constitution and 
By-Laws of Trinity as well as to the established doctrine of the Wisconsin Evangelical Lutheran 
Synod. The Recording Secretary is a member of the Executive Committee, and is designated as a 
Trustee of the congregation.   
 
6. RESPONSIBILITIES:   The recording Secretary is responsible for the following activities: 

A. Keeping accurate and permanent records of the proceedings of all congregation and council 
meetings. 

B. Oversee the keeping of up-to-date membership lists (voting, communicant, and baptized). 
C. Custodian of the records of all meetings of the congregation and of all reports or other 

papers placed in his care, and these records are to be filed annually in the Church. Such 
records and papers shall be given by him to his successor when elected. 

 
 

 
Note: Interested parties should refer to the Trinity Constitution and By-Laws for the complete scope 
and description of requirements and relationships of all elected positions, boards and committees. 
 


