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CLERK

JOB SUMMARY

The Clerk must be a member of Multnomah Monthly Meeting who worships at Multnomah Meetinghouse.  The Clerk's basic function is to facilitate the business of the Meeting.  The Clerk presides at the Monthly Meeting for Business and at threshing sessions, sets the agenda, and listens receptively and in worship to gather the sense of the Meeting.  The Clerk regularly attends Meeting for Worship.  The Clerk is sensitive to issues and potential problems, attends monthly meetings of the Worship and Ministry Committee, coordinates with all committee clerks and officers of the Meeting, and is available for consultation.  The Clerk serves as member of Quarterly Meeting Nominating Committee and coordinates with Quarterly and Yearly Meetings.

TERM

The Clerk is appointed for a 4-year term, which includes the first year as Assistant Clerk, the 2nd and 3rd year as Clerk, and the final (4th) year as Assistant Clerk again.  The intent is that each Clerk/Assistant Clerk pair overlap by 2 years, so that when you begin your 4-year term as Assistant Clerk, you “apprentice” with an experienced Clerk, who will then become your Assistant clerk the following year when you become clerk.  This pattern repeats in your 3rd year when there is a new Assistant Clerk beginning their 4-year rotation.

JOB DESCRIPTION

Presides at Meeting for Worship for Business:

Sets agenda to expedite the flow of business

Is aware of background on significant agenda items in advance of Meeting for Business

Listens receptively, finds points of unity, helps people bring forth questions and stops, summarizes the sense of the Meeting

Maintains a sense of worship

Follows up where appropriate (particularly when individuals affected are not at Meeting for Business) or arranges for Assistant Clerk or Recording Clerk to do this.

Arranges for and facilitates Threshing Sessions as directed by the Meeting for Business

Arranges for continued Business Meetings as directed by the Meeting.

Arranges for ad hoc committees as needed. 

Facilitates Communications and Community within the Meeting:

Attends monthly Worship & Ministry Committee meetings.

Clerks at least one joint meeting of the Oversight and Worship & Ministry committees each year (generally at start of year & in preparation of State of Society Report)

Keeps in touch with all committee clerks and attends committee meetings as needed.

Is available as much as possible for phone calls and consultation.

Works on State of Society Report with Worship & Ministry and Oversight committees for presentation to the March Meeting for Business.

Attends Meeting for Worship regularly.

Facilitates Paperwork or Arranges for Assistant Clerk and Recording Clerk to Take Responsibility for Specific Tasks:

Prepares and endorses certificates of removal, minutes for sojourning members, traveling minutes, and letters of introduction.

Carries out correspondence as directed by Meeting for Business.

Unless otherwise provided for, sorts mail each Sunday and one day mid-week, posts newsletters and keeps bulletin boards current and tidy, makes sure 3x5 cards, pens & tacks are handy, keeps guest book table ready and inviting.

Places minutes, newsletters, correspondence, etc in Archives after two years.  Consults with Archivist.

Makes sure Clerk's name is recorded with Multnomah county as legal representative of the Meeting to sign Marriage Licenses as needed.

Maintains clerk's box with official correspondence, current files, minutes & newsletters. 

Handles & signs all official correspondence and marriage licenses.  Responsible for use of corporate seal.

Maintains & updates official membership records (usually delegated to Assistant Clerk with the help of Oversight)

Signs bank account, safe deposit box and official corporation documents.

Coordinates Activities with Quarterly and Yearly Meetings:

Forwards State of Society report for spring Quarterly Meeting and for Yearly Meeting annual session.  Presents at spring Quarterly Meeting.

Serves on Quarterly Meeting Nominating Committee or finds a suitable substitute

Attends the Quarterly Meeting Clerk’s Retreat, usually scheduled in January

Completes and forwards Annual Statistical Reports to Yearly Meeting in June, with help of Oversight Committee.

Makes sure someone is responsible to share informal State of the Meeting reports at Quarterly Meetings.

It is important to remember that the Meeting resides under God's care and the care of every individual in the Meeting.  Do not be overwhelmed by the job, rather find what is most important for the life of the Meeting and know your strengths.  Delegate authority and responsibility.  Ask for help to get things done.  There are many able, willing hands to do what the Meeting senses is valuable.
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ASSISTANT CLERK

JOB SUMMARY

The Assistant Clerk must be a member of Multnomah Monthly Meeting.  The Assistant Clerk substitutes for the Clerk or Recording Clerk as needed, serves as a member of the Oversight Committee, and accepts duties delegated by the Clerk, customarily including maintenance of membership records.  

TERM

The Assistant Clerk is appointed for a 4-year term, which includes the first year as Assistant Clerk, the 2nd and 3rd year as Clerk, and the final (4th) year as Assistant Clerk again.  The intent is that each Clerk/Assistant Clerk pair overlap by 2 years, so that when you begin your 4-year term as Assistant Clerk, you “apprentice” with an experienced Clerk, who will then become your Assistant clerk the following year when you become clerk.  This pattern repeats in your 3rd year when there is a new Assistant Clerk beginning their 4-year rotation by apprenticing with you in your second year as Clerk.

JOB DESCRIPTION

- Substitutes for the Clerk or Recording Clerk as needed by presiding at Meeting for Worship for 
   Business or taking minutes and by closing Meeting for Worship when asked

- Serves as member of the Oversight Committee and participates in that Committee's monthly         meetings 

- Performs duties delegated by the Clerk, generally including maintenance of membership               records, new members, deaths, births, marriages, transfers, etc.

- Maintains "Wishes in Case of Death" forms 

-  Provides convener of Welcoming Committees with appropriate forms for new members

- Maintains membership files - kept individually, containing major life changes
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RECORDING CLERK

JOB SUMMARY

The Recording Clerk is responsible for preparation of the minutes of the Meeting for Worship for Business.  The Recording Clerk is normally a member of the Society of Friends and worships at Multnomah Meetinghouse.  Business Meeting normally occurs on the third Sunday of each month following Meeting for Worship, eleven months a year.  When substantive issues require extra time for deliberation, there may be additional called or continued Business Meetings.  From time to time, the Clerk may also ask for Threshing Sessions to consider specific questions of concern to the Meeting.

TERM

The Recording Clerk is appointed for a two-year term.

JOB DESCRIPTION

Specific duties include:

Articulation of the sense of the Business Meeting through sensitive and clear composition of the minutes

Read drafts of minutes aloud during Meeting for Business when requested by the Clerk to make sure the language accurately captures the sense of the Meeting.

Attends all Meetings for Business or arranges for a substitute, usually the Assistant Clerk.

Types minutes, shares them with the Clerk for comments and as a check on accuracy, then provides final copy to newsletter editor in time for deadline (Wed or Thurs following Business Meeting)

May be responsible for filling out a questionnaire each spring from North Pacific Yearly Meeting giving statistical information on the Monthly Meeting.  A copy of this report is part of the permanent records of the Monthly Meeting.

Makes sure other important records of the Meeting are properly cared for.  Consults with Archivist.

Performs other tasks as may be delegated by the Clerk.
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TREASURER
JOB SUMMARY:  The Treasurer is a member of the Meeting who worships at Multnomah Meetinghouse and is appointed to manage and track the financial affairs of the Meeting. The Treasurer is the primary person responsible for receiving and disbursing funds as the Meeting directs, keeping the account books of the Meeting and reporting monthly to Meeting for Business.  The Treasurer is an ex-officio member of the Finance Committee and nominally attends their meetings, and is appointed for a two-year term.
JOB DESCRIPTION:
· Maintains the Meeting's financial records, including the Meeting checkbooks and other financial instruments. 
· Pays Meeting bills, including any authorized Automated Clearing House (ACH) payments (such as the Meeting’s long-term loan payment), in a timely manner.
· Acts as account administrator for the Meeting’s online banking (ACH and other electronic account access). 
· Prepares and presents a brief monthly financial report to the Monthly Meeting for Business that reports income and expenses for the month and year to date (making 15-20 copies to hand out).  On a quarterly basis, prepares and presents a more detailed accounting of the Meeting’s financial affairs, including a statement of financial position that reports liabilities and assets as of the end of the quarter or fiscal year, and a report covering the status of the Meeting’s dedicated fund accounts.
· Responds to requests from Special Funds Trustees for disbursement of funds at their direction on a confidential basis. This may occasionally require rapid turn-around. The Treasurer maintains an accounting of Special Funds expenditures and aids the Special Funds Trustees clerk in preparation of an annual report to the Meeting that maintains the confidentiality of its work. 
· Handles occasional financial transactions such as sale of donated stock. Works with Finance Committee regarding disposition of real property donations to the Meeting. 
· Sends receipts to contributors when requested and at the end of the calendar year (for their records of tax· exempt contributions) and asks Clerk of Oversight Committee to write letters of thanks for special contributions (when appropriate), enclosing a receipt. 
· Works with Finance, Property and other committees in preparing the annual budget. Reminders are needed in early fall. The budget is presented to the Meeting for Business in November for approval in December. The Meeting's fiscal year starts at the beginning of the calendar year.
· Serves as primary liaison to the Meeting’s contracted Bookkeeper who performs the bookkeeping functions for the Meeting on a monthly and annual (year-end) basis. 
· Manages accounting for special fundraising efforts of the Meeting. In concert with the Bookkeeper, tracks payment of short-term and long-term loans from internal sources and provides annual accounting of such loans. Also in concert the Bookkeeper, ensures that all payroll and related tax reports are prepared and submitted in a timely way. (Multnomah Meeting is not required to file any other tax reports.) 
· Maintains physical copies of all financial activity for a given year in a dedicated binder, divided by month, that becomes part of the Meeting’s reviewable (and archivable) records.  A sample monthly Treasurer’s checklist is included as Appendix XXX. 

· Obtains updated information on the Meeting's property  & liability insurance each year. 
· Originals of insurance policies are held in the office.  The finance and property committees as well as the treasurer keep insurance agent information and policy numbers. 
· Maintains a key to the Meeting's safe deposit box which contains the originals of insurance policies, deeds, etc, 
· Keeps in touch with requests for funds for new projects and refers them to Finance Committee for consideration, or to the proper committee if a budget already exists. 
· Serves as an ex-officio member of Finance Committee. 
ESTIMATED TIME COMMITMENT: 4 hours per week. 
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ASSISTANT TREASURER 
JOB SUMMARY 

The Assistant Treasurer serves as a back up to the Treasurer. The Assistant Treasurer should be capable of performing all of the duties of the Treasurer in order to fill in as needed. In addition, the Assistant Treasurer has specific and separate duties from the Treasurer. 
TERM appointed for a two-year term. 
JOB DESCRIPTION Specific duties include: 
· Maintains records and makes reports to Business Meeting when the Treasurer is unable to do so. Maintains familiarity with the Treasurer's records. 
· Attends Property Committee meetings when requested by the Treasurer. 
· Assists the Treasurer according to the needs of the Treasurer and the abilities of the Assistant Treasurer. 
· Handles all receipts to the Meeting and deposits them in the bank.
· Makes copies of (or scans and saves to an electronic file) all checks received, to provide back-up documentation of deposits, and provides copies or electronic files to the Treasurer on a monthly basis, by or before the 5th of the following month.  
· Enters each week’s donations, both cash and check, on a pre-formatted electronic spreadsheet that is e-mailed to the Treasurer, Bookkeeper, and Finance Committee Clerk on a monthly basis, also by or before the 5th of the following month.   
· Arranges for the collection of contributions at the Meetinghouse each Sunday from the various boxes in the library and meeting room (see description of process that follows).  Literature receipts are tracked separately and an accounting made to the Library Committee to allow purchase of additional materials for sale. 
· Runs all Automated Clearing House (ACH) donation activity and notifies donors of their ACH contributions. Sends weekly summaries and monthly ACH reports and other relevant information to the Treasurer and Bookkeeper.
· Monitors building use income in concert with the Meeting Hearthkeeper, including receiving and reviewing a monthly building use calendar prepared and provided by the Hearthkeeper, and preparing a monthly summary of individual building use payments received that can be compared to the calendar for completeness.
· Maintains paper copies of all donation activity for a given year in a dedicated binder, divided by month, that becomes part of the Meeting’s reviewable (and archivable) records.  A sample monthly Assistant Treasurer’s checklist is included as Appendix XXX. 
· Serves as ex-officio member of Finance Committee. 

Donation Collection Procedures

All cash is to be counted by two persons and recorded in duplicate on the designated form (found in the Treasurer’s cubby at the Meetinghouse).  Collectors’ signatures on the form signify that the amount of cash recorded was the actual amount received, as witnessed by both signers.  The Assistant Treasurer keeps one copy, to be appended to the filed paper copy of the corresponding deposit spreadsheet, and the Treasurer receives the other, to be appended to the Treasurer’s copy of the corresponding deposit spreadsheet.
Weekly, all cash and checks are recorded and deposited at the Meeting’s bank of record.  Specific recording procedures are to be jointly agreed to by the Treasurer, Assistant Treasurer, Finance Committee and the Bookkeeper.  Records of all incoming money (whether cash, checks, or ACH donations) will be forwarded to the Treasurer and bookkeeper on a monthly basis, by or before the 5th of the following month, as outlined in the Assistant Treasurer’s job description.  

ESTIMATED TIME COMMITMENT: 3 hours per week. 
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CHILDREN’S PROGRAM COMMITTEE

The Committee is made up of four or more people who worship at the Multnomah Meetinghouse, serving three-year staggered terms.


The Children’s Program Committee is responsible for the religious education of children in the Meeting in the ways and beliefs of Friends.  They create and provide a program during Meeting for Worship each First Day from September through mid-June.  These may include classes and other activities appropriate for each age level.


The Committe should have members with a variety of backgrounds, not just parents and people with teaching experience.  They work to incorporate volunteers into the program with the various age groups and activities.  They meet regularly to review the program, consider religious education materials, and design ways of continuously involving the children in the life of the Meeting.  Membership on the committee should provide for experienced persons and newcomers to work together to ensure ongoing records of the religious education program.

JOB DESCRIPTION

-Committee members are responsible for providing a First Day program (planning and teaching, or coordinating volunteer efforts ) to children from preschool (3 years) through the fifth grade.


-Teachers are responsible for arriving in time to set up the classrooms before class begins and clean up the classrooms afterwards.  


-Committee members purchase art and craft supplies, curriculum materials and books from the Committee’s budgeted funds. 


-Committee clerk communicates with the treasurer regarding annual budget needs.


-Committee members recommend physical repairs or construction for the First Day School spaces to the Property Committee.


-Committee members are available for consultation with other committees about including and supporting children and families in Multnomah Meeting.
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COMMUNICATIONS COMMITTEE

JOB SUMMARY

The Communications Committee provides support, coordination, and consistency of Multnomah Monthly Meeting's publications.  It is composed of a Clerk, who provides coordination and convenes committee meetings and represents the committee to the larger Business Meeting; and about eight members/attenders involved with Multnomah Monthly Meeting publishing as follows: 

· Newsletter Editor (1)

· Mailers (3-8), 

· Weekly Bulletin Editor (1), 

· Database Manager/Directory Publisher (1-2), and

· Web keeper (1).  

The Meeting Recording Clerk serves ex-officio.  The Committee meets as needed.

TERM

Members of the Communications Committee serve three-year terms.

JOB DESCRIPTION

The Committee members coordinate their respective responsibilities for efficiency, consistency, and timeliness.  Questions regarding Meeting policies or appropriateness of items submitted for publication should be referred to the Oversight Committee.

Newsletter Editor publishes a monthly edition of Meeting for Business Minutes, the monthly calendar of activities, announcements, and occasional program registration information.  The editor coordinates with Recording Clerk for the Minutes, with mailers for picking up the copied newsletters from the printer, and with the Database Manager for mailing labels.

Mailers work closely with the Database Manager and Newsletter Editor to pick up, prepare, and mail the Newsletter each month.

Weekly Bulletin Editor (traditionally the Hearthkeeper) prepares the weekly calendar and announcements for dissemination on First Day mornings.  Copies are provided to various sites where worship occurs, taking care that the Worship Groups have the information.

Database Manager keeps a current listing of those interested in inclusion on the Meeting's list of participants and/or mailing list.  Annually sends renewal cards to all on the Newsletter mailing list and updates the listing accordingly.  Makes labels for newsletters and delivers to mailers.  Keeps editor advised of changes in numbers of newsletters needed.  

Directory Publisher is responsible for publishing the Meeting Directory annually, working in conjunction with the Oversight Committee.  Produces sample listing for Oversight Committees and Worship Groups to proofread before printing.

Web keeper maintains a website for the Meeting, with guidance from the Oversight Committee.  This includes current information about locations and timing of worship opportunities connected with the Meeting and its Worship Groups.
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FINANCE COMMITTEE
JOB SUMMARY:  The Finance Committee recommends policies for management of the Meeting's financial affairs and works with the Treasurer and Assistant Treasurer in implementing them. The committee consists of 3 members with staggered three-year terms. The Treasurer and Assistant Treasurer serve ex officio. 
JOB DESCRIPTION:  The Finance Committee is responsible to the Meeting for Business in the following areas:

· Preparation and monitoring of the annual (calendar year) budget for the Meeting. A preliminary budget for the next year is presented to the Meeting in November for seasoning and approval in December. 
· General oversight of all financial assets and liabilities of the Meeting. 
· Monitoring of all funds except Spiritual Life, Ministerial Support and Worship Groups (which are monitored by the Special Funds Trustees). 
· Determination of an appropriate level of reserves for the Meeting. 
· Keeping clear and accurate written records (minutes) of committee proceedings. 
· Maintaining a dialogue with the Treasurer and Assistant Treasurer and giving aid and advice as requested.  In consultation with the Treasurer and Assistant Treasurer, authorizing deposits and investment accounts and transfers of money among them. 
· Soliciting funds. Reminding Friends of their responsibilities to provide financial support for the Meeting and its activities. With the leadership of the Treasurer, sending out charitable contribution letters for both stock and goods donations (as they are received) and annual letters in January for cash and non-cash donations of the previous year. (Worship Groups will provide their own letters.) 
· Bringing to the Meeting's attention any memorial funds, gifts or bequests, with a recommendation for use no later than one year after receipt of the funds. (In most cases it is expected that Oversight Committee will work with donor's family and friends to identify appropriate uses.) 
· Arrangement for an annual review of the Meeting's financial accounts and practices, to be conducted by at least two willing and qualified Friends, chosen by the Finance Committee with consent of the Clerk of the Meeting.
Revised 12/09

FRIENDLY CARE COMMITTEE
JOB SUMMARY

The Friendly Care Committee coordinates help with the practical arrangements and support for individuals of Multnomah Monthly Meeting at times of individual and family need, including illness and death. The Friendly Care Committee actively encourages new ideas and new approaches to caring for each other.

The Friendly Care Committee consists of six or more member/attenders nominated from Multnomah Monthly Meeting, along with other volunteers as needed. Insofar as possible, the Committee will represent the diverse groups of Meeting, including a parent connected with Children's Program, a young adult, possibly a Junior Friend, a mid-life adult, and a senior. The Nominating Committee nominates the Clerk from the appointees. The Committee functions as a subcommittee of Oversight Committee with the Clerk participating in Oversight Committee meetings.

TERM

Members of the Friendly Care Committee serve three-year terms.

JOB DUTIES

The committee's responsibilities include:

· Respond to those in need of assistance by arranging for food, prayers, visits, transportation or other support that can be provided by volunteers.

· Organize memorials in cooperation with Social Committee coordinates support to individuals experiencing a death in the family and aids tin preparation of minutes recording the death of members or attenders of Meeting. It makes available counsel, information and support in planning for the inevitability of death.

· Maintain a list of volunteers (database) who may be called upon to offer services, encouraging volunteers, providing follow-up, and seeking to be inclusive of all who have gifts to offer. 

· Maintain a list of individuals in Meeting who have specialized skills or knowledge to offer.

· Maintain a list of local community resources for needs beyond the scope of the Committee and Meeting.

· Seek to foster community and support for all within Multnomah Monthly Meeting by publishing a brochure and written announcements encouraging Meeting individuals to offer their services as well as to fell comfortable in requesting help.

· Work with the Library Committee to provide written resources for the Meeting community.
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LIBRARY COMMITTEE

JOB SUMMARY

There are two committee members, including a librarian and an assistant librarian, who manage Multnomah Monthly Meeting’s library. Typically the librarian directs projects, and both members work on them.

TERM

Librarians serve three-year terms.

JOB DESCRIPTION

The librarians are responsible for:

Managing circulation of books, which includes:

· Check books in and reshelve them

· Keep shelves in good order and clearly labeled

· Make check-out and return process easy to discern and follow

· Help people find books and other printed materials

· Create displays and make announcement to draw attention to various aspects of the library collection

Acquiring books and pamphlets

· Acquire new materials, using the library budget in trying to meet the needs of the Meeting community.  Actively solicit suggestions for acquisitions from members & attenders of all ages.

· When book collections are bequeathed to the Meeting, the Library Committee sorts these and keeps only those appropriate for the library.  Other books may be sold (e.g., to Powell’s, at Meeting garage sales) or donated to other potential users (e.g., Bridge City).

Processing new and donated items

· Process materials according to the Accessions Procedures in the Library Guide

· Get new and donated items processed and added to the collection in a timely manner. 

Maintaining the collection

· Ascertain book losses so that popular titles can be replaced. 

· Repair or replace materials that are worn.

· Annual maintenance such as calling in all titles, going through cards in check-out box, cleaning up the shelf list, shelf-reading, etc.

Managing the Pendle Hill pamphlet file, including inventory and replacement missing numbers (many that are now out-of-print are now available in .pdf format); provide means of check out.

Maintaining literature sale table:  Maintain a supply of literature for sale to the Meeting Community.  The librarians should familiarize themselves with as many sources of Quaker literature as possible and solicit suggestions from the Meeting community.  Besides the literature that is basic to Quakerism, they should also select materials that speak to leadings that emerge within the Meeting, as well as the ever-changing spiritual condition of our community.  They select, order and lay out a supply of pamphlets, tracts, and books for sale.  The literature table budget is separate from the library budget, and money received from sales is tracked separately by the Treasurer and is available to be reinvested in more materials.
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MIDDLE SCHOOL AND HIGH SCHOOL FRIENDS ADVISORS COMMITTEE

JOB SUMMARY

The Middle School and High School Friends Advisors Committee is made up of four Advisors and one Committee Clerk. The Advisors and Clerk have the energy, enthusiasm and experience to work with young people.  The Committee Clerk is responsible for oversight and coordination of the Middle School and High School Friends Advisors and the program for these Junior Friends.

The Advisors work with teenagers (6th grade through senior high school) to establish a program and set up special events.  Junior Friends are divided into two groups:  one for Middle School Friends (grades 6-8), the other for High School Friends (grades 9-12).  The two groups meet separately.  We encourage flexibility with the guideline of dividing Junior Friends between the older and younger groups based on grade in school, understanding that some families may choose to have their children participate in the other age group.

It is generally expected that two advisors will be dedicated to the middle school age, and two advisors to the senior high age.  Additional advisors may provide back up, may alternate between the groups, or may take responsibility for special or monthly events (e.g., Business Meeting potluck, St. Francis Dining Hall, retreats), etc.  However, it will be up to the Middle School and High School Friends Advisors Committee to decide who will do what.

The Middle School and High School Friends Advisors Committee also works with other worshiping communities within Multnomah Monthly Meeting to set shared events.

TERM

Middle School and High School Advisors serve two-year terms; the Committee Clerk serves a 3-year term.

Committee Clerk Job Description
The Middle School and High School Friends Advisor Committee Clerk is responsible for oversight of the Middle School and High School Friends program, in conjunction with the Advisors.  In order to provide the kind of guidance and support expected of this role, the Committee Clerk needs to be well grounded (i.e., knowledgeable and confident) in Quaker faith and practice, as well as a seasoned attender at Multnomah Meeting who is familiar with and to the Meeting community, and familiar with our Meeting’s practices.

Specific responsibilities of the Clerk include:

· Communication:  The Committee Clerk is the point of contact between the Middle School and High School Friends Advisors and the Meeting community, as well as the Quarterly and Yearly Meeting communities.

· Organization:  The Clerk convenes the Middle School and High School Friends Advisors as a group a couple of times a year to make near and long-term plans for the program, to develop a schedule of classes, and manage advisor absences.

· Outreach:  The Clerk does outreach to middle school and high school friends who are marginally involved in the Jr. Friends program, or no longer attend Meeting.

· Monitor:  Keep an eye out for concerns that affect teens (e.g., keep a file for conscientious objectors); maintain institutional knowledge for the Jr. Friends program.

· Teaching:  The Clerk is responsible for ensuring that a substitute Advisors are available to fill in in the event that a regular Advisor is unavailable for regularly scheduled class.

MIDDLE SCHOOL AND HIGH SCHOOL ADVISORS JOB DESCRIPTION

Specific duties include:

Coordinating and staffing program for young people to explore Quakerism and their own spirituality on Sunday mornings during worship.  These programs may be monthly, biweekly or weekly depending on the numbers and levels of interest.

Outreach:

Identifying & contacting young people in the Meeting community and letting them know of the Sunday program and upcoming events.

Coordinating service activities on Sundays, based on middle school and high school Friends interest.  These may include work at the St. Francis Dining Hall, visiting nursing homes or other similar projects.

Coordinating special events such as ski trips, retreats, pizza parties, work parties etc for weekends or evenings.  The Advisors are encouraged to seek other adults in helping make these events happen.

Coordination with other MMM children's committees:

Coordinates activities periodically with the Children’s Program Committee and the Nursery Committee.  This might include a quarterly joint meeting for all three committees who work with the Meeting’s children and youth.  A coordinator from among the members of the three committees will be nominated by the Nominating Committee to serve as overall coordinator, who will be responsible for ensuring coordination and communication among the three committees occurs.
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NOMINATING COMMITTEE

JOB SUMMARY

Nominating Committee is responsible to seek out individuals with appropriate gifts and skills to be nominated to serve in the various capacities needed to carry out the business of shared committees of the Multnomah Monthly Meeting and those pertaining to member/attenders worshiping at the Multnomah Meetinghouse.  The members of the Nominating Committee need to be familiar both with as many individuals in the Meeting community as possible and with the skills required to carry out the business of the Meeting.  As part of this process, the Committee is responsible for compiling and making available in the library up-to-date job descriptions of all Meeting positions. 

The Nominating Committee consists of six members of Multnomah Monthly Meeting.  Members of this Committee should have attended Multnomah Monthly Meeting for at least several years and should be selected such that the Committee has as wide as possible acquaintance with Multnomah Meeting members and attenders.  The Committee meets on the average of once a month.  More frequent meetings may be necessary in the spring months.

TERM

Members of the Nominating Committee serve three-year terms.

JOB DESCRIPTION

In February, the Committee distributes nominating surveys requesting information about individual skills and job preferences and suggestions of others who should be considered for various positions.  Committee people whose terms are not due to expire in the current year are contact first to verify that they are willing to serve out their terms.  The Nominating Committee also makes direct contact with individuals, as appropriate, to gain additional input and guidance for the Committee in making its nominations.  A report of nominations is prepared and presented to the May Meeting for Business to be acted upon at the June Meeting for Business.  Committee terms begin on July first.  

At other times of the year, the Committee recommends individuals to fill in vacancies as they occur.

Other tasks include:

 Being thoroughly familiar with all jobs in the Meeting and maintaining an up-to-date job description catalogue. Copies of all job descriptions are kept in the library for general meeting use.  The Clerk of the Meeting and the Clerk of the Committee also keep copies of the job descriptions.

 Advise potential nominees of job responsibilities, giving copies of job descriptions where helpful. 

 Each year after nominations are approved by the Meeting, sending copies of job description and "Advice to Clerks" to all new committee clerks and everyone taking other positions in the Meeting.

 Bring recommendations to Business Meeting on new position needs and any significant changes in existing positions.

 Bring to the attention of Business Meeting nominations which are exceptions to Faith and Practice guidelines for requirements for membership of the various positions.

 Bring to the attention of the Oversight Committee any concerns affecting the Meeting Community that they become aware in the course of their Nominating process.

 The Nominating committee will also compile and make available to each committee, any information that Nominating has received about those interested in volunteering for specific committee work without actually sitting on the committee. 

Further Guidance:

 Nominating Committee is encouraged to find ways to include newer attenders and members of Multnomah Meeting in the life of the Meeting through participating on committees.  Social, Property, Children’s and Quarterly Meeting Planning committees are particularly good committees for newer Meeting people.

 Our local custom is to tend to have people serve only one term (which may be 2-3 years long).  Nominating Committee may advise people to serve no more than 2-3 years in a position.
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NURSERY COMMITTEE

JOB SUMMARY


The Nursery Committee is made up of three to four people who worship at the Multnomah Meetinghouse. The Nursery Committee hires and supervises the paid childcare providers (a lead adult caregiver and a teenager or adult) for the youngest children in the Meeting -- infants, toddlers, and pre-schoolers not quite ready for the Children’s Program. The age of these children ranges from newborns to approximately age 3.  The Committee is also responsible for arranging paid childcare during Meeting for Worship for Business (once a month).

The Committee identifies one committee member to serve on the Personnel Committee.

TERM

Members of the Nursery Committee serve two-year terms.

JOB DESCRIPTION


-Committee members arrange for two paid caregivers for the nursery for weekly Meeting for Worship and for monthly Meeting for Worship for Business.  They assure that a simple snack is prepared for the infants and toddlers.


-Committee members communicate with the treasurer regarding timely payment of the caregivers and the annual budget needs.


-Committee members conduct annual employee reviews, gathering information on performance from parents and peers, and  discuss the employee reviews with each paid staff member. Adjustments to the pay scale or the wages are also determined by the committee. 


-Members meet with the paid nursery caregivers regularly to discuss needs or concerns pertaining to the nursery.  This meeting is intended to provide a forum for discussion of problems the caregivers might have with the parents or the nursery facility.


-Members receive ideas or concerns related to care in the nursery or the facility from parents of nursery-aged children and assist in resolving them.


-Committee members recommend physical repairs or construction for the nursery to the Property Committee. 


-Committee members periodically review the procedures or training for staff. and recommend to the Personnel Committee updates to policies, as needed. 


-Committee members are available for consultation with other committees about childcare for other Meeting events.


-The Nursery Committee coordinates activities periodically with the Children’s Program Committee and the Middle School / High School Friends Advisors Committee.  This might include a quarterly joint meeting for all three committees who work with the Meeting’s children and youth.  A coordinator from among the members of the three committees will be nominated by the Nominating Committee to serve as overall coordinator, who will be responsible for ensuring coordination and communication among the three committees occurs.
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OVERSIGHT COMMITTEE 
JOB SUMMARY

The Committee on Oversight consists of six members, including one person nominated from Fanno Creek.  As stated in the NPYM Faith and Practice, “The Meeting selects members to serve on the committee who are representative of the varied make-up of the meeting and who are persons of experience, sympathy, and good judgment. Where possible some members of the committee should have counseling skills..” (p. 86) Members of the committee are normally members of the Society of Friends. The Assistant Clerk attends Oversight Meetings as an ex-officio member. 


The Committee on Oversight facilitates the pastoral care of the Meeting and works together with the Worship and Ministry Committee (meeting annually at least once) to 1) prepare the State of Society report, 2) communicate with Meeting attenders and members to help resolve conflict, 3) arrange newcomer gatherings and 4) represent MMM in the larger community.

The Friendly Care Committee functions as a subcommittee of Oversight and aids with the following:  1) support during times of birth, illness and disability, 2) arrangements at the time of death, 3) visits with family and friends of the deceased and 4) preparation of memorial minute for the Monthly and Yearly Meeting. The Clerk of Friendly Care Committee attends the first portion of the Oversight meetings to report on activities of the committee. 

TERM

Members of the Committee on Oversight serve staggered, three-year terms.

JOB DESCRIPTION

Membership

· Appoints visiting committee to meet with applicants for membership and transfers 

· Recommends to Meeting, action to be taken for membership, transfer and withdrawal

· Encourages transfer of membership and notifies other meetings when attenders move

· Organizes a newcomer information gathering in the Spring

· Encourages application for membership 

· Maintains contact with Friends living at a distance from the meeting.

NPYM Annual Session, Willamette Quarterly Meetings and MMM Programs

· Encourages Friends to attend Annual Session, Quarterly Meetings and MMM Program

· Oversees the disbursement of financial aid from Meeting funds 

Marriage

· Appoints clearness committee after receipt of request from couple 

· Recommends action on requests for marriage under the care of the Meeting

· Prepares a minute of marriage for Meeting for Business

· Works with an Arrangements committee appointed by the WfWfB to oversee wedding and provide fellowship.

Birth and Adoption

· Prepares a minute of birth or adoption for Meeting for Business 

Clearness and Support Committees 

· Appoints Clearness Committees for individuals, families or groups facing a short-term difficulty and Support Committees for those requiring long-term support.

Outreach

· Oversees preparation of weekly bulletin, monthly newsletter, annual directory and web site

· Visits members in their homes and keeps in contact with non-resident members

· Represents MMM in the larger community (with Worship and Ministry)

Financial Aid

· Manages the Emergency Assistance Fund to help families in crisis.

·      Oversees the disbursement of financial aid from Meeting funds.
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PEACE & SOCIAL CONCERNS COMMITTEE

JOB SUMMARY

The Peace & Social Concerns Committee is composed of at least four Meeting members and attenders with a special concern for issues of social justice and peace.  One member is appointed as Clerk.  The Committee normally meets once a month.  The St. Francis Dining Hall Coordinators are part of Peace & Social Concerns Committee, as are the AFSC and FCNL liaisons.

The purpose of the committee is to coordinate Quaker presence and encourage participation in peace and other social concerns activity.  Some of the major concerns upon which the committee may choose to focus are:

 To aid those outside the meeting who are in need of help.

 To work to overcome social, economic and political injustice through cooperation with existing organizations and/or committees already active in these fields, both inside and outside the Meeting.

 To keep Friends informed of opportunities to become involved.

 To encourage living the historic Quaker peace testimony in our daily lives and thereby learn to understand and counteract the causes of violence within the community and ourselves. 

The Committee will regularly bring specific events and items requiring action to the Meeting's attention through announcements, the bulletin board, or requests for more formal action through Meeting for Business.  From time to time, the Committee may identify an issue of substantial concern which requires a full commitment from the Meeting and may lead to establishment of a separate committee – an example of this is our service at St. Francis Dining Hall which is a concern taken on by the Meeting after lengthy consideration.  Public action taken in the name of Multnomah Monthly Meeting requires approval of the Meeting for Business.

Peace & Social Concerns is an open committee and anyone is welcome to attend meetings either to bring a concern, or to give spiritual and active support to an on-going project or concern.  The committee is responsible for organizing Multnomah Monthly Meeting commitment to St. Francis Dinning Hall (see attached) and for nominating liaisons for AFSC and FCNL (see attached).

TERM

Members of the Peace & Social Concerns Committee serve three-year terms.

JOB DESCRIPTION

Specific other activities of Peace & Social Concerns Committee may include:

 Coordinate writing table on Potluck First Day and/or Social Hour.  

 Organize and keep bulletin board on stairway at the Meetinghouse up to date.

 Sort mail in Peace & Social Concerns box in library, weekly if possible.  Take under consideration by Committee if appropriate, relay to interested parties, respond, post on bulletin board, or dispose.  

 Periodically circulate "Interest and Action Survey/Census" forms to identify additional Meeting members & attenders with specific concerns, backgrounds, skills or interests in peace & social concerns issues.

 Coordinate with Meeting liaisons to national Friends organizations -- AFSC and FCNL -- and with other Meeting Committees working on specific concerns including St. Francis Dining Hall.

 Make regular reports to Meeting for Business.  Consult with the Clerk of the Meeting before bringing items to Meeting for Business. Clearly identify when action is needed by the Meeting, and when items are only for information.  Keep in mind time frames, inform Meeting when prompt action is required, and take extra care to have background to answer questions available when timeliness is at issue.

 Organize Quaker dialogues or worship sharing on spiritual and historical roots of peace & social concern.


 Coordinates volunteers to work at St. Francis Dining Hall.
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PERSONNEL COMMITTEE

JOB SUMMARY 

The standing committee consists only of a clerk. The Personnel Clerk is nominated by the Nominating Committee.   Representatives from any Meeting committee hiring a Meeting employee (including Children’s Program Committee and Property Committee) select their own representatives to the Personnel Committee as needed.   The Personnel Committee recommends policies to the Meeting regarding hiring of employees, oversees administration of these policies, and is available to any committee, any Meeting employee, or any Meeting member or attender as a resource for addressing any concerns relating to Meeting employment issues.  It is anticipated the committee will meet as needed.  All hiring decisions and direct supervision will be the responsibility of the individual committees concerned.

TERM

The Personnel Committee Clerk serves a three-year term.

JOB DESCRIPTION

Employment policies:  The committee will develop and periodically review or recommend revisions to policies establishing guidelines for hiring of Meeting employees.  These policies will be brought to the Business Meeting, as appropriate, for approval.  The Personnel Committee will have responsibility to oversee administration of Meeting policies in conjunction with any committee doing hiring.  

The policies are anticipated to cover:

· Employment status

· Vacation, sick leave and other benefits

· Performance reviews

· Procedures for setting salaries and raises

· Guidance on contracts

· Procedures and grounds for termination

The Personnel Committee will be available to address any questions regarding hiring, terms of employment or termination of Meeting employees.  They will also be a resource for addressing concerns of committees, employees, or others in the Meeting regarding employment issues.
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PROGRAM COMMITTEE

(Committee for Shared Functions among the Worshiping Communities)

JOB SUMMARY

The Program Committee plans and implements opportunities for spiritual nurture and enrichment for all members and attendees of Multnomah Monthly Meeting and its worship groups at times other than Sunday morning.  These may include our annual family retreat, weekend conferences and retreats, Wednesday night sessions, courses like Introduction to Quakerism, small group offerings such as Gifts and Discoveries, and the Friend in Residence.  The committee makes use of the annual proceeds from the Spiritual Life Fund (currently up to $5000) to underwrite the program in accord with the Fund's policies.  The Program Committee is made up of 4 or 5 members nominated from among all the worshipping communities. The Committee reports at MMM Meetings for Business and to Bridge City Friends Meeting for Business.

TERM

Members of the Program Committee serve three-year terms.

JOB DESCRIPTION

The Program Committee defines themes for programs that will attract participants, identifies and makes arrangements with resource persons and leaders, and publicize the programs. It plans up to a year or more in advance so that both conference sites and resource persons can be engaged.  The committee reflects an interest in spiritual matters and issues of social concern which Friends are lead to focus on in our time.  The committee plans a range of offerings, some of which are suitable for families, others for individuals; some lasting a weekend, others one day or evening; it also schedules opportunities for those new to Friends as well as offers opportunities suitable to experienced Friends.

The work of the committee is underwritten by the annual proceeds of the Spiritual Life Fund, as allocated by the Special Funds Trustees in accord with the Fund's policies.  Those funds are often used to subsidize the cost of conference and retreats so that more people will be able to attend, and to provide financial aid for the programs where needed.  The proceeds also enable the committee to offset transportation costs for presenters from out of the Portland area as well as to offer honorariums where those are appropriate.

The committee is strongly encouraged to enlist volunteers when needed to carry out its several programs.

Programs

Following are the sorts of programs scheduled during any one year; not every sort of program is offered each year. 

Family Retreat 

An annual intergenerational gathering of our meeting community is usually held outside Portland in Fall or Winter, beginning on a Friday evening and closing midday Sunday.  The leadership is drawn from the meeting and the program includes worship sharing and a variety of community building activities.

Weekend Conferences 

These focus on a single concern using small and large group discussion.  It could be scheduled at the Meetinghouse on a Friday night and following Saturday.  An example is an AVP worship.  If the presenter is brought from outside the meeting, an honorarium may be offered.

Weekend Retreats 

These focus on the spiritual nurture of adults in our meeting community.  They are held either with hospitality in local homes or at a residential conference site.  A retreat usually opens on Friday evening and closes after Meeting for Worship on Sunday.  The content may be developed through dialogue with an experienced presenter, or it may be an imported program such as one of the Pendle Hill on the Road retreats.  Past retreats have included weekends on spiritual friendship, on prayer, workshop for overseers, and silent retreats.  When a program is brought in from Pendle Hill, a fee is assessed which may be shared between the attendees and the Spiritual Life Fund. Also, when we engage a presenter, covering their basic transportation costs as well as offering an honorarium is in order.

Wednesday Night Sessions 

These are opportunities for small group discussion which may incorporate worship sharing.  The focus is on current concerns in our Meeting.  The presenters are usually found in our community.  At times a committee may want to use this forum to present a topic, such as the Worship & Ministry Committee offering a discussion of ministry in meeting.

Short Courses 

These are organized programs of instruction.  An example is Introduction to Quakerism (sometimes called Quakerism 101) which should be offered once a year after the fall newcomers gatherings.  These courses are usually held on Wednesday evenings and organized with consultation from Oversight Committee, Worship and Ministry and worship groups.

Small Groups 

Interest groups which meet to follow their own course of study, such as a group reading Fox's Journal, or a group following a preplanned course of study such as "Gifts and Discoveries".  The Program Committee identifies and organizes appropriate small group ventures which, after their first session, may be able to pace themselves with an occasional check-in from a committee member.

Friend in Residence 

Each year the Program Committee has an opportunity to invite an experienced Friend to be a Friendly presence in our meeting community.  The committee is advised to consult with appropriate persons in our Meeting before extending an invitation.  The Friend in Residence attends Meeting for Worship in our several worshipping groups, gives presentations on suggested topics, and meets with individuals and groups and committees during their stay.  The committee will need to be alert to ways of supporting the ministry of our visitor during their residency.  The residency may extend at least two weeks or more according to the visitor's leading.  As with retreat leaders the committee is commonly expected to meet basic transportation costs as well as providing an honorarium.
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 PROPERTY COMMITTEE

The property committee consists of at least 3 members, who are frequent attenders of Meeting for Worship at Stark Street Meeting. 

JOB SUMMARY 

The Property Committee oversees the repair, maintenance and refurbishing of all properties and structures owned by Multnomah Monthly Meeting.  Currently this consists of the Meetinghouse and the adjacent house at 4324 SE Stark.  The Committee also schedules work parties or arranges for outside contractors as needed.  Four committee members are appointed for 3-year staggered terms.  The Hearthkeeper also serves ex-officio.  The Clerk of the Committee reports on the Committee's activities to the Business Meeting.  The committee selects one member to serve on the Personnel Committee. 

TERM

Members of the Property Committee serve 3-year terms

JOB DESCRIPTION

 Monitors condition of properties and repair needs

 Receives and acts upon reports of needed repairs

 Plans and schedules work parties as needed

 Engages contractors for repairs as needed within Budget allocation (or requests additional funds if necessary)

 Coordinates repair activities through Hearthkeeper

 Prepares annual budget for management of properties in conjunction with Finance Committee in May or June for integration with overall Meeting budget

 Receives and acts on city, county and state notices of inspection and is responsible for compliance with all inspections; e.g. furnace, elevator, backflow devices, etc.

 Maintains relation with tenants and neighbors

 Reports at least quarterly to Meeting for Business

 Hires and supervises the Hearthkeeper

 Reviews insurance coverage and makes recommendations to Finance Committee for coverage

 Keeps lost and found items in side hall, periodically taking unclaimed items to charity

 Establishes rates for use of Meetinghouse and property at 4324 SE Stark.  The Property Committee should consult with the Hearthkeeper and the Finance Committee annually to review the fees for use of properties and any problems.
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QUARTERLY MEETING PLANNING COMMITTEE

(Committee for Shared Functions among the Worshiping Communities)

JOB SUMMARY

The Quarterly Meeting Planning Committee is a shared function with Bridge City Monthly Meeting and the worship groups under the care of Multnomah Meeting.  The Committee is responsible for publicizing to the Multnomah and Bridge City Meeting community about the upcoming Willamette Quarterly Meetings (Winter Quarterly, usually held in Corvallis in January or February; Spring Quarterly, held in May and hosted by Eugene Meeting; and Fall Quarterly, held in October), as well as making all arrangements for Fall Quarterly Meeting that occurs each October.

TERM

Members of the Quarterly Meeting Planning Committee serve three-year terms.

JOB DESCRIPTION

Three to five committee members are appointed.  

The Committee makes all plans and arrangements for Multnomah, Bridge City, and their worship groups, Friends to attend Willamette Quarterly Meetings:

 Publicizes upcoming Quarterly Meetings to build attendance

 Reminds the Meetings of the meal for which Multnomah/Bridge City is responsible

 Solicits donations of food that, along with what individuals and families bring, Multnomah Friends cook and serve to all the other Friends of the Quarterly Meeting in attendance. (This means cooking a meal for perhaps 200 people.)

Furthermore, for the Quarterly Meeting in October that Multnomah Meeting  and Bridge City Meeting plan:

· A suitable site is chosen and a deposit is paid by Multnomah Monthly Meeting (the site is typically not in Portland)

· Announcements are mailed out at least a month in advance to the five Monthly Meetings in the Quarterly Meeting, to Worship Groups and Preparative Meetings under their care and to isolated Friends under the care of these Meetings (the list is compiled from WOM Worship and Ministry Committee lists and the Yearly Meeting Directory)

 Plans the program, worship sharing leaders, meals, coordinates rides and carpools, children's program, child care, and staff (paid and volunteer)

 Arranges hospitality for Friends who wish to stay overnight

 Assumes responsibility for planning, but makes an effort to involve as many Multnomah and Bridge City Monthly Meeting Friends as will volunteer to help carry out plans

 Takes Multnomah Meeting Directories to Quarterly Meetings

 Coordinates transportation to Quarterly Meetings as needed
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SOCIAL COMMITTEE

JOB SUMMARY

The Social Committee fosters a sense of community through coordinating and sponsoring social events.  It responds to the spirit and needs of Multnomah Monthly Meeting gatherings by providing food, beverages, and whatever help is needed to create a welcoming and comfortable setting for members, attenders and visitors. At least four committee members are appointed. The committee is encouraged to enlist the help of volunteers in providing the structure for social sustenance of the Meeting.

Currently, the primary gathering is Social Hour on First Day after 10:00am Meeting for Worship. Once a month, we celebrate birthdays. On the third first day of the  month we have potluck before Meeting for Worship for Business.

As a suggested practice, on a monthly basis, the committee members take turns being responsible for coordinating services.  That member will ask for volunteers among all members and attenders, new and old.  Also, committee members will be responsible for stocking the kitchen with supplies: coffee, teas, creamer, sugar, crackers, juice, soap, scouring pads.  All out-of-pocket expenses will be submitted to the Treasurer for reimbursement.

TERM

Members of the Social Committee serve three year staggered terms.

JOB DESCRIPTION

 Social Hour: Make coffee (allow 30 minutes), heats water for teas, arranges for fruit, cookies, cheese (crackers are always available as back-up), sets out tea bags, sugar, milk or half-and-half. At the end of social hour the dishes are to be washed and the kitchen tidied, trash taken out, floors swept, and the Meetinghouse windows and doors secured.

 Other Gatherings:-In addition to regular scheduled gatherings, The Social Committee:

o Arranges and announces social events through the newsletter and bulletin.

o Helps with receptions including marriages, birth welcoming, memorial services held at  Multnomah Meetinghouse.

o Seeks volunteer hosts for Friendly 8's (potluck meals in homes), explains sign-up sheets to hostess, encourages him/her to make phone calls when there is room for more attenders.

o Attempts to serve any social need when asked to do so by Oversight or by others in the Meeting family.

o Plans social occasions with Bridge City Friends Meeting and other worshiping groups with in the Multnomah Monthly Meeting community.
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SPECIAL FUNDS TRUSTEES

(Committee for Shared Functions among the Worshiping Communities)

JOB SUMMARY

The Special Funds Trustees are entrusted with the responsibility for investment and use of restricted funds subject to donor and Meeting for Business guidelines.  Currently these funds include Worship Groups Fund; Ministerial Support Fund; and Spiritual Life Fund.  The Special Funds Trustees include two members from Multnomah Monthly Meeting, two members from Bridge City Friends Meeting, and one member from each formally affiliated Worship Group. The trustees from the Worship Groups are nominated by the Worship Groups, and the clerk is named by MMM Nominating Committee from the trustees to serve for two years.   Trustees serve five-year staggered terms as a committee for Shared Functions among the several worshipping communities represented. They work in coordination with the Treasurer of MMM, who handles disbursements from the funds, which reside with MMM. 

TERM

Special Funds Trustees serve five-year staggered terms; the Clerk serves 2 years as clerk.

JOB DESCRIPTION

- 

-Trustees are appointed for five-year staggered terms.  Trustees may be asked to serve for more than one term.  The trustees should be chosen to assure a broad familiarity with their worshiping communities and they should be members of MMM or BCFM.  

-Decisions are made in a prompt and timely manner according to normal Friends' procedures.  The trustees meet on a regular basis and as needed to respond to requests.

-The clerk of MMM acts as a substitute when one of the trustees is unavailable or one of the positions is vacant.

-The trustees advise on the investment of the restricted funds of the Meeting using the investment guidelines approved by the MfWfB.

-The clerk of trustees, with assistance of the MMM treasurer, prepares an annual report on activities of the various funds, for presentation to the October Meeting for Business.  

-The trustees regularly review, in conjunction with the MMM treasurer, the monies available in all specially designated funds.  The Meeting has specifically requested regular review of the Spiritual Life Fund due to the complexity of its income structure (Minute 1-92-3).

-The trustees should coordinate with the Committee on Oversight of Worship Groups/Preparative Meetings to encourage use of the fund designated for advancing the work of Worship Groups and Preparative Meetings. 

-The trustees are responsible for the investment of the Annual Sessions Fund (the Oversight Committee is responsible for the dispersal of the Annual Sessions Fund to be used as financial aid for individuals attending North Pacific Yearly Meeting annual sessions). [revised 1/06]
-The trustees may allocate up to $5000 annually from the Spiritual Life Fund to the Program Committee for use in accord with the guidelines for the Fund.  The trustees will review this spending level each year and recommend adjustment as necessary.  They may allocate some funds to other Committees or individuals subject to MfWfB guidelines for the Fund. 

-The trustees may suggest changes in Fund names, use, or process to the MfWfB as they deem them advisable.  
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SPECIAL FUNDS TRUSTEES INVESTMENT GUIDELINES

Following are guidelines to give direction, both to the establishment of Special Funds Trustees, as well as to the work of the trustees.

The Finance Committee of Multnomah Monthly Meeting shall determine which financial resources of the Meeting are available for investment.  Generally, these resources shall be the principal amounts of the Meeting's endowment funds.

Investments shall be administered by the Special Funds Trustees.  This committee is charged with selecting investments in a manner consistent with Friends testimonies and concerns. The funds shall be administered in a manner that seeks to preserve the long-term value of the principal.  The Trustees are authorized to engage financial services, as needed.

The Special Funds Trustees shall keep their accounts current and report their activities to the Treasurer quarterly, or more frequently if requested.  At least once a year, the Trustees shall report to the Finance Committee and then to the Monthly Meeting on the condition of the investments and specific assets held, as well as funds available.  This annual review of investments shall be four months prior to the end of the fiscal year, to facilitate planning for the next fiscal year.

As part of the annual review, the Finance Committee shall inform the Meeting committees which are responsible for the expenditures from specific Meeting funds about the condition of their funds.  Meeting committees responsible for specific funds may direct the Finance Committee to either reinvest unexpended income or carry it over for expenditure in the next fiscal year.  The Finance Committee (not the Investment Committee) is charged with distribution of funds.

Consistent with the terms of various gifts creating the Meeting's funds, the Monthly Meeting may direct the disbursement of any and all of the resources administered by the Investment Committee.

Friends with concerns regarding the Meeting investments are encouraged to share their concerns with members of the Investment Committee.   
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COMMITTEE ON WORSHIP AND MINISTRY

(Committee for functions that pertain to those worshiping at Multnomah Meetinghouse and the oversight of preparative meetings and worship groups.)

JOB SUMMARY

The primary focus of the Committee of Worship and Ministry is fostering the spiritual life of the Meeting by nurturing the Meeting for Worship and the spiritual growth of individuals in the Meeting.  The committee exercises care of the Meeting for Worship. The Committee also provides nurturance and support for Preparative Meetings and Worship Groups under the care of Multnomah Monthly Meeting.

The committee consists of six members appointed for two year staggered terms. The Meeting Clerk also serves as an ex-officio member. It is desirable for the committee to be comprised of seasoned members of the Society of Friends, including individuals of varied ages and gifts who are faithful in worship and sensitive to the life of the Spirit. The Committee meets once a month, usually during the week before Meeting for Business, and at other times as necessary, including one or more joint meetings with the Committee on Oversight.

TERM

Members of the Committee on Worship and Ministry serve three year staggered terms.

JOB DESCRIPTION

The primary focus of the Committee is to foster and strengthen the spiritual life of the Meeting community and the individuals in the Meeting. The first responsibility of members of the Committee is to deepen their own spiritual lives and their preparation for worship. Their spiritual growth and regular attendance at Meeting for Worship can be a seed for the strengthening of the whole community. Committee members may help one another through prayer, self-examination and mutual counsel, to approach this considerable goal. Worship is the essential fabric into which the spiritual demands and monthly responsibilities of the Committee are woven, and which gives the Committee its strength.

There are various other specific tasks, which facilitate the Meeting’s worship and are the responsibility of the Worship and Ministry Committee. These include:

 Arranging for greeters each Sunday and setting up the meeting room.

 Arranging for closing of worship each Sunday in coordination with the Clerk of the Meeting.

 The closer welcomes newcomers, asks for introductions, and moderates announcements.

 Posting the current set of Queries in the Meeting Room and request responses for the newsletter.

 Encouraging promptness to Meeting for Worship and respect for expectant silence during worship.

 Preparing of the State of Society report in cooperation with the Committee on Oversight. This normally involves a joint meeting in January. The draft report should come before the Business Meeting in March, for approval in April, in order to be complete prior to May Quarterly Meeting.

 Encouraging those with a gift for vocal ministry and fostering both vocal and listening ministries.

 Listening to and speaking with people in the community to help resolve conflict and personal difficulty (in conjunction with the Committee for Oversight.)

 Arranging one or more gathering each year for newcomers to the Meeting. This should provide an opportunity for newcomers to meet others and to ask questions about the Meeting.

 Arranging for a “Friend in the Corner” to be available periodically after Meeting to answer questions of newcomers.

 “Eldering” as needed, with sensitivity and openness to individuals and issues (in conjunction with the Committee on Oversight.)

 Recommending books and pamphlets of a spiritual nature for study groups and individuals in conjunction with the Librarians.

 Keeping copies of Invitation to Worship available.

 Contacting guest book signers when they request it in the register.

There are also specific tasks related to Oversight of Preparative Meetings and Worship Groups. These include:

 Visiting worship groups and preparative meetings on a periodic basis. 

 Hearing reports from those visitors.

 Carrying concerns forward as necessary.

 Encouraging others to visit and Worship Groups and Preparative Meetings.

 Providing experienced Friends, as requested, to aid in Meeting for Worship for Business of a Worship Group or Preparative Meeting.

 Advising on process of becoming a Preparative Meeting or a Monthly Meeting

 Forming an ad hoc clearness committee, as needed, to support Preparative Meetings and Worship Groups as they consider becoming Preparative or Monthly Meetings.


Revised 6/07

YOUNG ADULT FRIENDS COMMITTEE

JOB SUMMARY

The Young Adult Friends (YAF) Committee coordinates activities for Young Adult Friends (18-35). These activities serve to deepen the grounding of Young Adults in the Religious Society of Friends. The YAF committee consists of three members and/or attenders, at least two of whom are young adults, appointed for one-year terms. The Meeting encourages committee members to serve three consecutive terms.

JOB DESCRIPTION

•
Organize and promote social gatherings for young adults following meeting for worship, depending on levels of interest.

•
Welcome and connect with young adults, especially those who are new to the Meeting, in order to provide opportunities for engagement in the Quaker community.

•
Assist young adults in exploring Quakerism through organization and promotion of structured activities and opportunities for worship.

•
Coordinate special events, such as retreats, overnight trips, and other occasional activities, for Young Adult Friends.

•
Serve as a point of contact for other committees to involve young adults in the life and work of the meeting.

•
Publicize events and service opportunities for young adults.

•
Facilitate an ongoing discussion among Young Adult Friends about what it means to be Quaker.

•
Coordinate with Junior Friends and Junior Friends Advisors to welcome those who are transitioning from Junior Friends to Young Adult Friends.
Circa 2009

AFSC LIAISON

The American Friends Service Committee carries out service, development, social justice, and peace programs throughout the world. Founded by Quakers in 1917 to provide conscientious objectors with an opportunity to aid civilian war victims, AFSC's work attracts the support and partnership of people of many races, religions, and cultures.  AFSC's work is based on the Quaker belief in the worth of every person and faith in the power of love to overcome violence and injustice.  AFSC's work includes such activities as humanitarian assistance, projects in peace building and demilitarization, projects addressing economic justice and criminal justice, and youth programs.  The AFSC is directed by a Quaker board and staffed by Quakers and other people of faith who share the Friends' desire for peace and social justice.

TERM

The AFSC liaison serves a three-year term.

JOB DESCRIPTION

The vision of the liaison role, as it evolved in various discussions with Friends and as it is envisioned by the AFSC Executive Committee, holds potential for being many-faceted.  Basically, it will provide in each Friends group a knowledgeable person who can facilitate informed communication between Friends and the AFSC.  Some particular vehicles for this have been suggested:

 Serve as a distribution point to Friends for selected AFSC information or action materials on issues or programs;

 Assure that Friends' concerns are shared with AFSC Committee or staff people;

 Provide a connecting point between concerned Friends and AFSE when one can be a resource to the other;

 Provide a network of informed Friends within the region who could provide critical feedback to AFSC and who might provide a base for broad consultation by AFSC; 

 Assist concerned Friends to consider with AFSC ways in which they might appropriately become engaged as volunteers, on committees, in staff roles, or simply as people who have a clear sense of what AFSC is doing.

The AFSC Liaison meets periodically with the Peace and Social Concerns Committee and reports regularly to the Meeting for Business on AFSC affairs.

The development of this idea has grown out of a desire for improved communications between Friends groups and AFSC.  Lack of communication can foster a sense of distance, a climate for misunderstandings, and the context for occasional tension.  More importantly, good communications provides Friends and the AFSC the lively interplay of the rich spiritual and social experience of the Society of Friends and AFSC programs.
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ARCHIVIST

(Shared Functions among the Worshiping Communities)

TERM

The Archivist is appointed for a one year, renewable term.

JOB DESCRIPTION

Regular duties are:

Collect archive material from Committee Clerks and Officers at the end of the fiscal year or at other such times as may be appropriate.

Properly store archived materials

Recommend purchase of conservation supplies as needed, including acid-free folders and boxes and eventual microfilming and security copy storage of selected records

As materials accumulate, develop finding aids such as inventory lists, indices, etc.

Each Officer or Committee Clerk maintains records generally going back five years.  Material older than five years should be archived or discarded.  A retention schedule follows.  It is the Archivist's duty to work with Officers and Committee Clerks to assure that records are properly maintained.

Open Files - available for perusal

Meeting Directories                   

Job descriptions

Minutes from Meeting for Worship for Business

"How To" file from Property Committee

Newsletters                           

Directions for use of Meetinghouse

Quarterly Meeting Minutes                

NPYM Disciplines

Closed Files - for permanent records - keys to Meeting Officers, Committee Clerks, Archivist

Full set of Meeting Directories

Past Minutes, Treasurer's Reports and Newsletters

Clerk's correspondence when instructed by Meeting or triggered by Meeting action

Attenders' Files - including letters from Friends and Attenders near and far

Other Correspondence

Meeting Handbook, collected by Meg Jump and Barbara Janoe 

Information on Willamette Quarterly Meeting and early Salem and Corvallis Meetings

Important Documents to be placed on Permanent Record after Five Years

Treasurer's Ledgers

Minutes from Oversight and Worship & Ministry committee meetings

Edited Minutes and Records: evaluated on basis of historical value; decisions of policy, or records of important processes; human warmth and insight.

Property Committee Clerk's records

Special Funds Trustees Records

Ad Hoc Committee records - e.g. building renovation project, Sanctuary committee

Financial Records: actual bills, bank statements, etc. can be thrown away after one year once recorded in the Treasurer's ledger; cancelled checks and property tax bills are kept for five years.  Treasurer is to maintain records clearly labeled by year and place with Archivist after five years

Working Files

Nuts and bolts of committee life ("how to" instructions, job descriptions, on-going business and current five year records) are maintained by Clerks of committees and kept for committee use.

The Articles of Incorporation and property deeds are in the safe deposit box.

Please arrange all records chronologically with the most recent items first.
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FCNL LIAISON

The Friends Committee on National Legislation (FCNL) was born in the violent world of the 1940s, but its roots lie in the Quaker movement - the Religious Society of Friends, founded in 1648, more than 300 years ago.  Quakers have been lobbying, seeking to influence legislators by personal visits, ever since 1657 when London Yearly Meeting rented a room in a coffee house near the houses of Parliament as a headquarters - a kind of Friends Committee on National Legislation office.

The purpose of FCNL is:

 To share the process of decision-making in Congress on the crucial issues of the period;

 To strive for an enlarged program of economical aid and technical assistance to help underdeveloped countries help themselves, aided by America and United Nations personnel and money; and

 To build bridges of reconciliation between various elements in a sharply divided world and to melt the cold war.

(From “Uphill for Peace” by E. Raymond Wilson)

TERM

The FCNL liaison serves a three-year term.

JOB DESCRIPTION

The Meeting Contact person serves as the point of direct, personal contact between Multnomah Monthly Meeting and the FCNL office in Washington, D. C. and is the liaison for two-way sharing of information and concerns in order to strengthen our joint efforts.

There are a few basic, essential functions, and there are unlimited opportunities for as much additional action as your own and the Meeting's interests and creativity suggest.  The basic duties include:

 Receive information and requests for action from FCNL and share them with the Meeting.  These include the FCNL Newsletter, occasional "action alerts" and weekly phone calls to the legislative update telephone tape.  Maintain a file of back issues of the FCNL Newsletter for future reference.

 Periodically se the Multnomah Monthly Meeting Newsletter to carry a brief message from FCNL to the Meeting.

 Put general materials on the large table on the stair landing. Materials for immediate attention should go on the small table at the top of the stairs.

 Let FCNL know of any special legislative concerns, problems or activities in the Meeting.  When FCNL selects its legislative priorities every two years or revises policies every six years or so, the Meeting should discuss thoroughly and respond to questions sent by FCNL.  This gives the Meeting an opportunity to directly influence the direction and priorities of FCNL. Seek help from other meeting members involved with FCNL in facilitating this process.

 Encourage the Meeting and its members to support FCNL financially

 Meet periodically with Peace and Social Concerns Committee to pass on information from FCNL

 Keep FCNL informed of your address and phone number.

 Seek reimbursement from Treasurer for expenses and ask Finance Committee to establish a budget line item if appropriate
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FWCC LIAISON

The Friends World Committee for Consultation was created in 1937 "to act in a consultative capacity to promote better understanding among Friends the world over."   Today, Friends from Yearly Meetings and groups in 56 nations continue this work. Around the world there are four cooperating, autonomous FWCC Sections serving Africa, the Americas, Asia & the West Pacific, and Europe & the Middle East. FWCC's World Office is in London. The purpose of the Friends World Committee for Consultation is to encourage fellowship among all the branches of the Religious Society of Friends.

In the Section of the Americas, the Quaker community extends from the Arctic to the Andes, spanning a rich diversity of regional cultures, beliefs and styles of worship. FWCC Section of the Americas offers programs that unite Friends across the hemisphere through Spirit-led fellowship.

TERM

The FWCC liaison serves a three-year term.

JOB DESCRIPTION

The FWCC liaison will basically provide a knowledgeable person from MMM who can facilitate informed communication between Friends and the larger FWCC organization.  Some particular vehicles for this have been suggested:

 Serve as a distribution point to Friends for selected FWCC information, including the FWCC Section of the America newsletter, which is sent a couple of times per  year and posted on the FWCC website.  Bring anything of interest to the attention of MMM (spoken announcement, or post the FCWW newsletter).

 The Regional FWCC staff person prepares an update of FWCC information which is sent by email to the FWCC liaison

 Assure that Friends' concerns are shared with FWCC Committee or staff people;

 Provide a connecting point between concerned Friends and FWCC when one can be a resource to the other;

 Provide a network of informed Friends within the region who could provide critical feedback to FWCC and who might provide a base for broad consultation by FWCC; 

 Encourage MMM people to attend any FWCC gatherings; arrange Portland hospitality for any such gatherings.

The FWCC Liaison meets periodically with the Peace and Social Concerns Committee and reports periodically to the Meeting for Business on FWCC affairs.  

The FWCC liaison is encouraged to attend regional FWCC gatherings every other year (this is optional, and financial assistance should be requested from the Peace and Social Concern committee if needed to attend the gathering).
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NORTH PACIFIC YEARLY MEETING COORDINATING COMMITTEE MEMBER
JOB SUMMARY

The Coordinating Committee supports and enriches the life of NPYM. It is the venue where Standing Committees and Monthly Meetings share about their work and inspiration. The committee identifies and links converging and emerging issues, and offers support to groups within NPYM. In addition, the committee provides support and oversight to NPYM Standing Committees. CC meetings are meetings for worship with a concern for business, and members participate in discernment and decision-making according to the good order of Friends, under the leading of the Spirit.  All members of CC bring their experience from their committees and Monthly Meetings as they share together in the work on behalf of NPYM.
TERMS

Monthly Meeting and Preparative Meeting appointed members: 2 years; recommend no more than 2 consecutive terms (4 years total),  Term begins October 1 (regardless of when appointments by the appointing body are made).

MEMBERS: 

All members of the CC should be members of the Religious Society of Friends or long time attenders, well grounded in Quaker practice and experienced in Quaker discernment and decision-making. 

If a member cannot attend a meeting of CC, s/he should send regrets and discuss with the CC clerk if someone else could/should come in their place. 

A member may fill two roles at CC, e.g. as an NPYM officer and as a member appointed by his or her Meeting. A person considering this should use a careful discernment process to determine whether s/he can fulfill both roles effectively, not only in CC meetings but also in relation to being the communication link between CC and either a Standing Committee or Monthly Meeting. 

JOB DESCRIPTION: 
· Come to the CC meetings prepared to share what is happening in your meeting or committee. Listen to see if there are identifiable emerging or converging issues in the Yearly Meeting. 

· Participate actively in seasoning items which might come to Annual Session, and seeing that newly identified tasks are assigned appropriately and equitably.

· Report back to your Meeting (and worship groups/preparative meetings under its care) or your standing committee about what is happening throughout NPYM. 

· Facilitate action in your home group (i.e. meeting or NPYM committee) that is the result of decisions at the CC level, e.g. seasoning a concern for Annual Session, cooperating with other Meetings or a committee on an emerging or converging issue.

· Facilitate communication between NPYM committees and local meetings or individual Friends. Get local and regional Friends talking about issues that concern NPYM, e.g. Peace and Justice or First day education issues. 

· Encourage, facilitate, and help publicize YM wide activities, e.g. retreats, workshops, Annual Session. 

· Encourage individuals in your circle of Friends to participate in NPYM (this could be through service on a committee, attendance at annual session, or participation at other NPYM sponsored events.). 

· Learn about the wider world of Friends and how NPYM relates to various Quaker organizations.  Educate your meeting or committee about these organizations and encourage participation in the wider world of Friends.

· Assist NPYM Nominating and Annual Session Planning Committees to find people to fill the various positions. 

· Be prepared to serve on sub or ad hoc committees of the CC including the pre-nominating committee. 

MEETINGS: The committee will meet once in the fall and once in the spring and at least once at Annual Session.  Meetings other than the one(s) at Annual Session will take place in either Portland or Seattle.  It is likely that meetings will take place over a weekend, i.e. last more than one day.

Reimbursement is provided for "office expense" (LD phone calls, postage, and photocopy) for these responsibilities. Travel expense is reimbursed according to the NPYM travel reimbursement policy.  Submit reimbursement request with receipts to NPYM Treasurer.  
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 TRANSPORTATION FACILITATOR
The City of Portland requires that Multnomah Monthly Meeting take steps to reduce the impact of automobile traffic to our facility at 4312 SE Stark Street, and to report to the city annually on the progress of such efforts.  The Transportation Facilitator’s primary tasks are to facilitate these efforts and to report to both the Meeting and the City.

In addition, and in keeping with Friends historic testimonies on Simplicity and Equality, the Transportation Facilitator will attempt to draw Friends’ attention to the socially and environmentally destructive consequences of excess use of inefficient modes of transportation and to encourage more socially responsible choices in transportation.

The Transportation Facilitator meets periodically with the Property Committee and reports at least semi-annually to the Meeting for Business and annually to the City of Portland.  The Facilitator may also meet, as needed, with neighborhood associations for areas affected by Multnomah Meeting’s traffic (Sunnyside, Laurelhurst and CENTER).

TERM

The Transportation Facilitator serves a three-year term.

JOB DESCRIPTION

The Transportation Facilitator’s specific tasks include:

· promoting the use of public transit, ride-sharing, and non-motorized modes of travel to meetings for Worship and other Multnomah Meeting gatherings
· posting transit schedules and other relevant information and encouragement
· serving as contact for inquiries about non-private-motor-vehicle methods of transportation
· measuring and reporting on transportation usage
· maintaining a record of traffic-related complaints, Meeting actions in response to those complaints and the effectiveness of those actions
Information and encouragement tasks include using the weekly announcement bulletin to call attention to the availability of non-private-motor-vehicle modes of transportation, maintaining bulletin-board space for transportation-related issues, and providing documents and other resources to help Friends plan for and use efficient and socially responsible methods of transportation to Multnomah Meetinghouse.

Specific information to be made available will include items such as:

· bicycle and walking maps
· maps and schedules for public transit
· maps showing locations of meeting attenders’ households
· paper and/or electronic sign-up sheets for ride sharing, and for those who need rides to Meeting
· telephone numbers and website addresses for information on non-private-motor-vehicle modes of transportation
· promotional information on responsible transportation choices
· reports on the effectiveness of the efforts to reduce private motor vehicle traffic to the Meetinghouse
(created 4/08)
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