Pacifica Synod

SYNOD SECRETARY
The Secretary of the Pacifica Synod is elected by the Synod Assembly to a four-year term and is eligible for one consecutive re-election. The term of office commences at the close of the Synod Assembly at which the secretary is elected. The secretary may be either a layperson or a rostered minister and does not receive a salary for the performance of the duties of this office.
The secretary will:

· Be committed to the mission and core values of the Synod.
· Be proficient in word processing and electronic communications skills.
· Be able to maintain confidentiality.
· Have an understanding of the mission and structure of the Evangelical Lutheran Church in America and its local, synod, regional, and churchwide expressions.
· Be an active member of a congregation within the Pacifica Synod. 

· Have a cooperative style of working.
· Be willing to learn the basics of parliamentary procedure.
· Fulfill the responsibilities of the position of secretary per the Pacifica Constitution.
The role of secretary may also require:
· A flexible schedule.
· Patience and a sense of humor.
In accordance with the responsibilities outlined in the Pacifica Synod Constitution, the secretary:
· Keeps the minutes of all meetings of the Synod Assembly, Synod Council and Executive Committee. Is responsible for the distribution of such minutes.
· Serves as an officer of this Synod, and as such, serves as a member of the Executive Committee with the privilege of voice and vote.
· Serves as a member of the Synod Council with the privilege of voice and vote.
· Is authorized and empowered, in the name of this synod, to attest all instruments which require the same, and which are signed and sealed by the bishop.
· In consultation with the bishop, classify and arrange all important papers and documents and deposit them in the archives of this synod.
· Submit to the secretary of this church at least nine months before each regular Churchwide Assembly a certified list of the voting members elected by the Synod Assembly.
Related Constitutional Requirements and Job Description for Synod Council
S10.02.[R]
The Synod Council shall be the board of directors of this synod and shall serve as its interim legislative authority between meetings of the Synod Assembly. It may make decisions which are not in conflict with actions taken by the Synod Assembly or which are not precluded by provisions of this constitution or the constitution and bylaws of the Evangelical Lutheran Church in America.

S10.01.[R]
The Synod Council, consisting of the four officers of the synod, 10 to 24 other members, and at least one youth and at least one young adult, shall be elected by the Synod Assembly. (a) Each person elected to the Synod Council shall be a voting member of a congregation of this synod, with the exception of ministers on a roster of this synod who reside outside of the territory of this synod. The process for election and the term of office when not otherwise provided shall be specified in the bylaws. A member of the Church Council of the Evangelical Lutheran Church in America, unless otherwise elected as a voting member of the Synod Council may serve as an advisory member of the Synod Council with voice but not vote. (b) The term of office of members of the Synod Council, with the exception of the officers and the youth member, shall be three years.  
S10.03.
The functions of the Synod Council shall be to: (a) Exercise trusteeship responsibilities on behalf of this synod. (b) Recommend program goals and budgets to the regular meetings of the Synod Assembly. (c) Carry out the resolutions of the Synod Assembly. (d) Provide for an annual review of the roster of ministers of Word and Sacrament and the roster of ministers of Word and Service, receive and act upon appropriate recommendations regarding those persons whose status is subject to reconsideration and action under the constitution and bylaws of the Evangelical Lutheran Church in America, and make a report to the Synod Assembly of the Synod Council’s actions in this regard. (e) Issue letters of call to rostered ministers as authorized by Chapter 7 of the constitution and bylaws of the Evangelical Lutheran Church in America. (f) Fill vacancies until the next regular meeting of the Synod Assembly except as may otherwise be provided in the constitution or bylaws of this synod, and determine the fact of the incapacity of an officer or other member of the Synod Council of the synod. (g) Report its actions to the regular meeting of the Synod Assembly. (h) Perform such other functions as are set forth in the bylaws of this synod, or as may be delegated to it by the Synod Assembly.

S10.07.
The composition of the Synod Council, the number of its members, and the manner of their selection, as well as the organization of the Synod Council, its additional duties and responsibilities, and the number of meetings to be held each year shall be as set forth in the bylaws.
S10.07.01
(a) The Synod Council shall consist of the officers of the synod, and additional members elected by the Synod Assembly. There shall be voting members from each of four areas: five voting members from the San Diego area, five from the Orange County area, four from the Inland Empire area, and two from the Hawaii area. In additions, one youth at large voting member and one at large voting member who is a person of color and/or a person whose primary language is other than English, shall be elected as provided in the bylaws.
S10.07.02
All geographic areas of the synod shall be represented on the Synod Council as provided herein. Synod Council members, called “area voting members,” shall be elected by Synod Assembly members from geographic areas. The area voting member shall be either a minister of Word and Sacrament or Word and Service affiliated with a congregation, agency, institution located within the area or shall be a layperson who is a voting member of a congregation of this synod which is located with the area. The Synod Council will establish a formula designating clergy/lay, male/female to each area. In the event an area voting member to the Synod Council, if a minister of Word and Sacrament or Word and Service ceases to be a minister of Word and Sacrament or Word and Service affiliated with a congregation, agency, institution located within the area from which s/he was elected or, if a layperson ceases to be a voting member of a congregation of this synod located with the area from which s/he was elected, then the term of such an area voting member shall automatically terminate upon the termination of his/her status or affiliation. 
S10.07.05
The area voting members and the at-large voting members on the Synod Council, except the youth voting member who serves a two-year term, shall serve terms of three years and shall not serve more than two consecutive as an area voting member or an at-large voting member to the Synod Council. No one except the Bishop may serve on the Synod Council for more than 10 consecutive years.
S10.07.06
The term of an area voting member or an at-large voting member to the Synod Council shall begin immediately after the adjournment of the regular meeting of the Synod Assembly at which the member is elected to the Synod Council, and shall terminate at the adjournment of the regular meeting of the Synod Assembly held during the third calendar year following the member’s election or until a successor is elected.

S10.07.09
The Synod Council shall regularly convene at least three times annually at such times and places as the vice-president shall designate. Special meetings of the Synod Council may be called by the bishop, vice-president, or the written request of not less than ten members of the Synod Council.

S10.07.11
Except as otherwise provided by the constitution or bylaw of this synod, the Synod Council shall have the power to appoint all the representatives of this synod to the governing boards of institutions and agencies with which this synod is related.

S10.07.13.
Any action which may be taken at any regular or special meeting of Synod Council may be taken without a meeting in accordance with applicable state law.

S10.08.
Robert’s Rules of Order, latest edition, shall govern parliamentary procedure of all meetings of the Synod Council.

S10.08.01
To the extent permitted by state law, meeting of the Synod Council and its committees may be held electronically or by telephone conference, and notice of all meetings may be provided electronically.
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