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Pastoral Council Job Descriptions
Title: 1.  Pastoral Council Member tc "1.  Pastoral Council Member " \l 3
Term: 3 year(s) or until a successor is elected

Responsible to:  Council Chair, Pastoral Team, Parishioners of the Parish of Saint Leonard                            Parishioners, General Community, Diocese of Antigonish

General Responsibilities with other pastoral council members:

1.  Planning and setting the overall goals and directions 

(a) develop and/or  review and become familiar with mission, vision, and goals of the Church

(b) set goals and establish work or action plans

(c) organize and hold regular meetings and committee meetings (as appropriate)

(d) establish and implement effective evaluation practices 

(e) develop and review policies and procedures, as deemed appropriate

(f) maintain an awareness of parish needs and trends

2.  Overseeing the financial well-being of the parishes:

(a) approve the annual operating budget

(b) ensure that the required committee structure is in place to monitor ongoing financial reports

(c) ensure compliance with diocesan guidelines 

(d) approve annual financial statements

3.  Ensuring the human resource needs of the parishes are met:

(a) develop and review personnel policies and procedures 

(b) ensure that fair and ethical practices are in place for all paid and volunteer staff, including mandatory benefits for all paid staff

(c) develop and review the conflict resolution process and help resolve conflicts as deemed appropriate

4.  Evangelization:

(a) maintain an image of credibility and respect

(b) organize and participate in public awareness activities that promote the being of church for one another

(c) identify new recruits for consideration of the Pastoral Team (potential volunteers, committee members, ministries, council members, etc.)

(d) offer leadership and assistance to staff, volunteers, fellow pastoral council members and the community

(e) always act in the best interest of the Church / Parish

(f) act honestly and in good faith

5.  Meeting legal requirements:

(a) ensuring that the reporting and filing requirements for the organization are met

(b) being familiar with the Diocesan  and Parish Policy & Procedure’s Manual (Pastoral Centre)

6.  Additional responsibilities:

(a) ensure that the parishes are operating within their stated purpose at all times

(b) that a meeting of the membership is held each year to report on actions and financial status for the previous year (usually referred to as the Annual General Meeting)

(c) that adequate insurance coverage is in place for buildings, equipment, resources, materials, and staff

Specific Duties:

1. Is a member of the Parish Pastoral Council.

2. Builds collegial working relationship that contributes to consensus.

3. Regularly attends Council meetings and other important Council related meetings.

4. Makes serious commitment to participate actively in Council and related committee work.

5. Volunteers for and willingly accepts assignments and completes them thoroughly and on time.

6. Stays informed about Council policies and committee matters, prepares themselves well for meetings, and reviews and comments on minutes and reports.

7. Understands the need for, and practices discernment.

Title: 2.  Pastoral Council Chair tc "2.  Pastoral Council Chair " \l 3
Term: 3 years or until a successor is elected

Responsible to: Pastoral Council, Pastoral Team, Parish of Saint Leonard, General Community, Diocese of Antigonish

Specific Duties:
(in addition to the responsibilities and duties of a Pastoral Council Member)

1. Provides leadership to the Parish  Pastoral Council.

2. Chairs the meetings of the Pastoral Council after developing an agenda in conjunction with the Executive and Pastoral Team.

3. Signs all documents requiring the signature of the Chairperson of the Council.

4. Ensures Council’s leading role in strategic planning.

5. Ensures ongoing financial planning and financial reports are in order.

6. Appoints the Chairpersons of committees, as appropriate, in consultation with other Council members.

7. Serves ex officio as a member of related committees and attends their meetings when invited.

8. Leads discussions with the Pastoral Team regarding any issues of concern to the Council.

9. Discusses issues confronting the parishes with the Pastoral Team and shares recommendations with the Council, as appropriate.

10. Helps guide and mediate Council actions with respect to pastoral priorities and governance concerns.

11. Only votes when he/she must cast the deciding vote in the event that votes are evenly divided.

12. Ensures that the Council is active in the overall evaluation of the performance of the parish in achieving its mission..

13. Performs other responsibilities assigned by the Council.

Title: 3.  Committee Chair
Term: Three year or as specified at time of formation

Responsible to:  Council Chair and Pastoral Team

Specific Duties:
(in addition to the responsibilities and duties of a Council Member)

1. Ensures that their committee has clear charge that is consistent with the goals and preferences of the Pastoral Council and is fully understood by each committee member.

2. Assigns work to the committee members, sets the committee agenda, facilitates the meetings, and ensures distribution of meeting minutes to full Committee.

3. Ensures committee members have the resources and information needed to do their jobs as committee members.

4. Works closely with the Council Chair, Pastoral Team and other staff as agreed to by the Council and Pastoral Team.

5. Sets the tone for committee work that is prayerful, purposeful, complete, and timely.

6. Reports to the full Council on committee’s decisions and recommendations.

7. Initiates and leads the committee’s annual evaluation.

Title: 4.  Secretary tc "5.  Secretary " \l 3
Term: Three years, or until a successor is elected

Responsible to: Council Chair

Specific Duties:
(in addition to the responsibilities and duties of a Council Member)

1. Ensures that the organization maintains all major documents and records of the Council  and ensures their effective management, retention, and protection.

2. Be sufficiently familiar with major documents and records, for example Diocesan Policies and Guidelines, etc. in order to note applicability of documents during meetings.

3. Develops, manages and ensures that written minutes of meetings are distributed.

4. Ensures collection of meeting minutes and notes from committee meetings.

5. Ensures review and approval of all minutes.

While the lists of Council membership responsibilities seems extensive, it is important for all council members to have an awareness and understanding of what is involved in being a council  member.  Many people believe that the most important commitment a council member can make is to thoroughly understand the organization and their role in it.  With this role of leadership and vision, decisions made by the Council must fit the mission, vision, and values of the Church in order for the Church to flourish.

The most effective way to become and stay informed as a council member is to have and maintain active participation in the work of being church.  This work requires much thought, reflection and discernment.  There are lots of reading materials readily available that can be helpful in guiding this work.  

It is helpful if related information/documents are contained in a binder that is brought to each meeting.  In this way, new information can be added and out of date information removed and/or replaced.  Council members are encouraged to ask questions about anything that they may not understand and to make suggestions for additional materials that would be helpful to add to the Council’s deliberations.
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