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CHURCH of GOD of PROPHECY
STEWARDSHIP MINISTRIES

CHURCH CLERK
Ministry Description

MINISTRY PURPOSE

The Local Church Clerk is a vital steward of the church’s institutional records, ensuring accuracy, confidentiality, and accountability in documenting the church’s business, membership, and official correspondence.

This ministry description aligns with the governance policies outlined in the Ministry Policy Manual and the best practices outlined in the Foundations: Ministers Development Program of the Church of God of Prophecy.

DUTIES AND RESPONSIBILITIES

1. Records and Business Conference Minutes

· Attend all regular and called business conferences of the local church.
· Read the minutes of the last regular meeting and any called meetings for correction and official acceptance by the conference body.
· Record accurate and complete minutes of all proceedings, including financial reports, motions, votes, budget approvals, and decisions affecting designated or restricted funds.
· Sign the officially accepted minutes alongside the moderator to ensure all business acts are legally and administratively binding.
· Read all official papers and correspondence to the conference as directed by the moderator.
· Prepare minutes promptly after each meeting and maintain them in a secure, organized manner.

2. Membership Records, Vital Statistics, and Transfers

· Maintain an alphabetized membership roll that includes current contact information for all members.
· Record the name and date of every person who joins the church, as well as the name, date, and reason of any member transitioning out of the fellowship.
· Maintain a record of all deaths within the membership, including corresponding dates.
· Preserve the official date of the church’s organization as part of the permanent historical record.
· Manage the administrative handling of sending and receiving official membership transfer documents in accordance with COGOP policy.
· Assist the pastor in completing official endorsements for members being set forth for ministry licensing.

3. Records Management and Accountability

· File and preserve all official papers, records, and documents assigned to the church office in a secure environment, preferably within the church’s administrative offices.
· Implement and maintain a records retention schedule in compliance with legal requirements, retaining contribution and financial records for a minimum of seven years and corporate records permanently.
· Maintain secure access controls to ensure that records containing financial decisions, conference minutes, and compensation-related documentation are accessible only to authorized leadership.
· Preserve records in both physical and electronic formats where applicable, with backup procedures in place to protect against loss.
· Support the church’s preparedness for financial audits, legal inquiries, and public accountability by ensuring records are organized and readily retrievable.
· Record the process used in approving pastoral compensation and any significant transactions involving potential conflicts of interest, providing a clear and defensible governance record.
· Work in coordination with the treasurer and the Finance and Stewardship Committee to ensure that designated fund decisions are accurately reflected and preserved in the conference record.

4. Official Correspondence and External Reporting

· Write official letters and communications as authorized by the church conference.
· Respond to formal requests for information from national, regional, state, or International Offices.
· Provide accurate and current membership data to the national, regional, or state bishop for inclusion in annual reports.
· Forward duplicate quarterly reports from deacons and lay ministers to the regional or state bishop’s office as required.

5. Confidentiality and Ethical Conduct

· Maintain strict confidentiality in handling membership data, donor information, compensation records, and all business proceedings of the church.
· Handle personal data with care, recognizing that membership and contribution records contain sensitive information protected by both church policy and applicable law.
· Uphold ethical conduct in all administrative duties, avoiding conflicts of interest and supporting the church’s commitment to transparency and integrity.

RECOMMENDED QUALIFICATIONS AND SKILLS

· Faithful member of the local church, committed to biblical stewardship and the mission of the Church of God of Prophecy.
· Strong integrity, trustworthiness, and attention to confidentiality in handling church records.
· Ability to write and compose clearly and accurately, strong written communication, and organizational skills.
· Attention to detail and consistency in record-keeping practices, with an understanding of document retention requirements.
· Proficiency with word processing software and document management tools.
· Ability to work collaboratively with church leadership, the treasurer, and financial committees.

ACCOUNTABILITY AND REPORTING STRUCTURE

· Reports directly to the Pastor.
· Works in collaboration with the Finance and Stewardship Committee and the Board of Directors.
· Presents and certifies minutes at each Local Church Conference.
· Submits required membership records and reports to the International Offices as directed.
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