Presbytery of Mid-Kentucky
Interim Stated Clerk Job Description 2025

Title: Interim Stated Clerk

Hours: 15 hours weekly

Term: This position is for a one-year interim position.  There will be an open search in the Fall of 2026, and the Interim Stated Clerk may apply for the 3-year term that starts January 1, 2027.

Accountability: The Stated Clerk is supervised by the General Presbyter and is accountable to the presbytery through the Personnel Committee in accordance with the Personnel Manual of the presbytery.

Mid-Kentucky Presbytery Vision Statement: Spiritual leaders empowering life-giving congregations for the transformation of the world by faith in God through Jesus Christ.

Responsibilities:

1. Maintain a record of the transactions of the presbytery, keep the rolls of membership and attendance for all Ministers of Word and Sacrament domiciled within its bounds, preserve its records, furnish excerpts from the records when required by another governing body of the church, and distribute presbytery minutes as required.
2. Serve as the presbytery’s parliamentarian or, when absent, consult with the Moderator to appoint a parliamentarian.
3. Prepare and publish the docket of the meetings of the presbytery in consultation with the Moderator, General Presbyter, and Coordinating Commission, recruit hosts and present for approval dates for presbytery meetings a year in advance
4. Develop and implement a process by which the minutes of the session meetings of all the presbytery’s organized churches are annually reviewed and examined for their compliance to PCUSA polity and present the presbytery’s minutes to the synod.
5. Meet the regular reporting and certifying requirements associated with the office of the Stated Clerk as outlined in the Book of Order, including the annual redressing of any imbalance between Minister members and Elder Commissioners.
6. Serve as the Chief Ecclesiastical Officer of the Presbytery and be responsible for the exchange of data related to all inquirers, candidates, calls, dissolutions, ordinations, and installations with other clerks of governing bodies and when relevant, with the Board of Pensions, including attestation in the Church Leadership Connection.
7. Be the principal judicial advisor in all matters of church remedial complaints and disciplinary allegations, to serve as an impartial advisor to all parties to such complaints, allegations, and subsequent charges, and to provide staff services to the Permanent Judicial Commission of the presbytery and of other governing bodies as requested.
8. Provide staff support to presbytery committees and commissions as needed in coordination with the General Presbyter, attend meetings of presbytery staff, and meetings of the Coordinating Commission as an ex officio member with voice.
9. Provide advice about, and interpretations of, the Book of Order and other policy statements of the denomination as they may apply to the presbytery, its churches, and its ministers
10. To participate in the Association of Stated Clerks, and meet the requirements for membership in the National Association of Parliamentarians

Knowledge, Skills, Abilities: 

· Faith in Jesus Christ
· Teaching or ruling elder in the Presbyterian Church (USA)
· Good working knowledge of the polity and constitution of the denomination, and of Robert’s Rules of Order
· Excellent computer competency
· A friend to colleagues in ministry.  Known for and adheres to discretion, integrity, and confidentiality
· Impartiality, tempered by grace, in providing advice to presbyteries
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