OCA CENTRAL ADMINISTRATATIVE OFFICE
JOB DESCRIPTION

TITLE: SECRETARY OF THE CHURCH NUMBER: 06002A
REPORTS TO: Metropolitan EXEMPT
February 9, 2008 LEVEL 13

Supervisory and Job Controls: The Metropolitan assigns areas of responsibilities and scope of decision-
making but relies on the Secretary as an expert on managerial and administrative matters and holds the
Secretary accountable in assigned areas. Discusses progress and major issues with other members of the
Administrative Team for coordination and input. Follows legal and regulatory guidelines as well as the Best
Practices and Policies for Financial Accountability of the OCA/Keeps the Metropolitan informed of non-
routine issues and decisions. Work is assessed in terms of overall accomplishments, timeliness, and
responsiveness to the needs of the Church, within assigned areas.

Major Duties

1. Serves as the primary administrative manager of the OCA. Performs or directs the following:

e Maintaining the legal status of the OCA. Implements and assures compliance with Federal,
State, and local statutes and other relevant regulatory requirements.

e Supporting the Church’s Councils and Synods. Serves as team leader for planning and
logistics of All-American Councils. Records or arranges for recording of the activities of the
Holy Synod and other Councils. Attends meetings and maintains minutes files.

e Collecting, analyzing, summarizing, preserving, and serving as repository for the OCA’s official
records and materials, including its Archives. Provides reports and other information to the
Holy Synod, Metropolitan Council, Legal Advisory Board, Commission on Canons and
Statutes, Canonization Commission, and other persons and entities, as required or requested.

e Guiding and directing the work of the Department of History and Archives. Assists in
development of goals and objectives, oversees progress against goals, provides direction
when necessary, assures appropriate coordination, and resolves problems that transcend the
Department’s’ scope.

e Serves as a voting member of the Metropolitan Council.

e Serves as the officer of the Church responsible for assuring regular ongoing communication
between the Metropolitan and his executive staff and for communication among the members
of the executive staff. Records objectives and goals established in joint officer and
officer/Metropolitan meetings including timelines for their accomplishment. Records progress
against jointly established timelines and goals as part of regular meeting agendas.

2. Directs the administrative, housekeeping, estate management, and personal service functions of the
OCA Central Administrative Offices. Functions supervised include human resource management,
including benefits administration and personnel investigations; correspondence and records



management; support to boards and councils; information technology; travel arrangements; and
facilities maintenance. Establishes policies and procedures, supervises staff, and assures compliance
with legal, regulatory and established best practice guidelines. Supervisory duties include assigning
work, reviewing progress, accepting or rejecting results, evaluating performance, and resolving on-the-
job problems.

Performs Other Duties as Assigned

Job Requirements

1.

2.
3.

4,

Proven executive and management skills and knowledge of a wide variety of non-profit management
principles and practices.

Thorough knowledge of the structure, traditions, and key personnel of the Church.

Ability to express and present information, ideas, and conclusions clearly, concisely, and forcefully both
orally and in writing.

Proven ability to work effectively as a team member.

Personal Relations

Interacts with a wide range of clergy, hierarchs, and laity. As required, uses skill in persuasion,
supervision, and mediation to achieve assigned goals and resolve problems and conflicts.

Signature & Date
This job description accurately describes the
duties and responsibilities of the position of Secretary.



