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The Bible has a great deal to say about servanthood because the central theme of the

Bible is the Servant of all—Jesus Christ. “For even the Son of Man did not come to be

served, but to serve, and to give His life a ransom for many” (Mark 10:45). When we give

Jesus Christ His rightful place as Lord of our lives, His lordship will be expressed in the

way we serve others (Mark 9:35; 1 Peter 4:10; John 15:12-13). How can we demonstrate

love for God? Our love for God will be expressed in our love for others. “For what we

preach is not ourselves, but Jesus Christ as Lord, with ourselves as your servants for

Jesus’ sake” (2 Corinthians 4:5).

True leadership is servanthood, and the greatest leader of all time is Jesus Christ.

Servanthood is an attitude exemplified by Christ “who, though he was in the form of God,

did not count equality with God a thing to be grasped, but emptied himself, taking the

form of a servant” (Philippians 2:6-7). The five words in the New Testament translated

“ministry” generally refer to servanthood or service given in love. Serving others is the

very essence of ministry. All believers are called to ministry (Matthew 28:18-20), and,

therefore, we are all called to be servants for the glory of God. Living is giving; all else is

selfishness and boredom.

So let’s exercise our servanthood by Serving God in Church Clerk Ministry !!

What does the Bible say about Servanthood?

Serving God
In Church Clerk Ministry

2

http://biblia.com/bible/esv/Mark 10.45
http://biblia.com/bible/esv/Mark 9.35
http://biblia.com/bible/esv/1 Pet 4.10
http://biblia.com/bible/esv/John 15.12-13
http://biblia.com/bible/esv/2 Cor 4.5
http://biblia.com/bible/esv/Phil 2.6-7
http://biblia.com/bible/esv/Matt 28.18-20


• You have accepted the position of Church Clerk.

• Congratulations! Very few of your members realize the 

importance of your job. They have little idea the types of 

things you do to keep the church running smoothly and the 

members happy.

• It could be that you too are wondering, “What does the 

church clerk do?”

• That’s what this presentation is about.  We are going to 

spend some time looking into the Church Clerk Ministry.

• So, let’s begin…

What does the Church Clerk do?
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The Church Clerk is the official church historian and keeper of

the church records. These records should be carefully

preserved. At the expiration of the term of office, they are to be

passed to the newly-elected clerk. All records and account

books of the various church offices are the property of the

church. As such, they are to be surrendered at the expiration of

the term of office, or at any time during the term at the request

of the church.

Church Clerk Job Description
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AN IMPORTANT OFFICE

The clerk of the church has one of the MOST important church offices, upon which

the proper administration and efficient functioning of the church depends. Few

realize how much depends on the proper administration of this office.

THE ROLE OF THE CHURCH CLERK

The church clerk is to ensure that the church’s records are maintained and that the

church’s business is documented. The church clerk works in close relationship

with the pastor and the rest of the church officers as well as members. The church

clerk reports to the local conference and serves on the church board. Sometimes

reporting to the clerk are assistant clerks, depending on the size of your church

and if you need help. If you have experience in working with computers or a

willingness to learn the computer programs necessary for this work, it would be

beneficial to use one if it is available.

The Church Clerk
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TIME COMMITMENT

If you are selected to perform this ministry, you will be asked to make a

commitment to serve for at least a year or two. In a small church, the amount of

time you would need to spend would be dictated by your methods of record

keeping. You might want to select assistants and delegate responsibility. In large

churches, reporting and management will require both creativity and time, perhaps

more than you have to give. In this case, you would want to gather a group to aid

you in the various tasks. Some of your responsibilities could be delegated to the

church office secretary. Your gift for this ministry may be so appreciated that your

church may wish you to continue this work indefinitely. But you must also make a

commitment to teach others the skills you have learned over the span of your

service.

The Church Clerk
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APPROPRIATE SPIRITUAL GIFTS

Church clerks will exercise a majority, if not all, of the following spiritual gifts:

Helps: This gift (1Cor 12:38) enables the clerk to give more than merely perfunctory

answers. The clerk, as keeper of the church records is a source of information on many

items and is a great help in supplying statistics, history, and church procedures.

Energy: This provides the clerk with a gift that enables them to be “not slothful in business”

as they serve the Lord. (Romans 12:11)

Orderliness: The body of Christ involves many diverse parts, but those with the gift for

orderliness are particularly needed. The very concept of the body of Christ shows an

orderly dispensation of spiritual gifts. Therefore, the importance of the clerk’s work in

bringing order to the church cannot be over-emphasized. In small churches where there is

no office secretary, the clerk conducts most of the church’s business. His or her contribution

is invaluable.

Love: While it is the gift most desired by all members of the church, love needs to be

particularly manifest in the clerk; love unconditional, without judgment or favoritism, as a

fruit of the acceptance of the gift of God’s grace in Christ Jesus.

The Church Clerk
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Duties and Responsibilities

The duties of the church clerk are as follows:

1. Maintain accurate records of church membership.

2. Keep minutes for church board/church business meetings.

3. Keep records of events for church history.

4. Maintain the Church Record book or similar computer file.

5. Supply statistical information as requested by the church 

pastor or Conference officials.

6. Handle transfers of membership into and out of the local 

church.

7. Supply reports of changes in membership to the

Conference as they occur.

8. Be present at all baptisms and record the information.

Serving God
In Church Clerk Ministry

8



How do the Pastor and Church Clerk work together?

The pastor and the church clerk work closely in helping keep accurate records,

provide agendas, calendars and newsletters. As a clerk, your responsibility and

loyalty is to God, the pastor, the church board and the church at large. Your

task is to make your pastor look good. Lift up and encourage your pastor.

Furthermore, as a member you are to pray for your pastor daily.

You are privy to confidential information that is not to be given to any church

member. It is vitally important that you have the ability to keep a confidence.

• Minutes • Baptisms • Preparing Agendas • Preparing Calendars of Events

• Preparing Church Directories • Creating Church Newsletters

Church Clerk Relationships
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How do the Church Members and Church Clerk work together?

You are the first individual with which the church member comes in

contact. You are the first image of the church. You are an

indispensable leader of your local church. The image you portray

will either positively or negatively affect others. You are the liaison

between the church and the pastor.

• Transfers of membership

• You are the first person they contact

• Inform on minutes of the church board

• The statistician of the church

Church Clerk Relationships
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How do the Conference and the Church Clerk work together?

You provide accurate and timely membership information. You work together with

the membership clerk at the conference as a TEAM.

•   You are indispensable to your conference.  

•   You are the statistician of your church for the conference. 

•   We need you. You are important !!!

•   Quarterly, you ensure the following is completed: (1) membership updates 

have been made in eAdventist or statistical and membership update forms    

are completed manually (2) attendance report is completed online or manually.

•   During church officers elections, you update eAdventist or send in the manual 

church officers list to the conference.

•   For quadrennial constituency sessions, you send the list of delegates from

your church. 

Church Clerk Relationships
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What is eAdventist?

eAdventist, is a comprehensive database published on a secure and 

protected website on the internet, accessible to all church clerks for the 

efficient and time-saving accounting of all church memberships.

The Conferences throughout the North American Division understand that 

some churches and church clerks may not be ready to dive into this type of 

technology. For now, this is not a problem. However, somewhere in the 

future, it is our wish that a vast majority of churches will be able to come 

“online” with this program.

It is vitally important that church records exactly match Conference records.  

On a manual accounting system, this is an impossible goal to attain.  On the 

eAdventist system, the success rate is virtually 100%.  That is our goal, 

100% accuracy.

eAdventist
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There is a separate manual for maintaining the membership in eAdventist. 

Before the Conference will allow you to use real-time, active records you 

must practice on the demo site, receive instruction at the clerk training 

sessions, at the Church Officers’ Meeting, or go through training with the 

Conference Membership Clerk via phone and internet, and prove that you 

are able to handle the task of maintaining and upgrading information on a 

computer database.

If you would like access to the demo site on the internet, please reach out to 

your Conference Membership Clerk.

In this presentation, you will see me refer to “online” and “offline” clerk. If you 

are set to use eAdventist.net, you are an online clerk.

eAdventist
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An individual becomes a member of the Seventh-day Adventist 

Church in one of three ways:

• Baptism

• Profession of Faith

• Letter of Transfer

Incoming Members
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When a person is baptized, a Certificate of Baptism is generated and it must be signed by the 

Pastor and the church clerk.

When the person has been accepted into the church fellowship by vote of the church body, not 

just the board, the clerk must record as much personal information as possible.

Online Clerks: 

(1) Record this information in eAdventist.com as the event occurs or at the end of each quarter.

(2) Print an updated Membership Roll for your records.

Offline Clerks: 

(1) Record this information in the Church Record Book and/or Church Membership Card File.

(2) At the end of the quarter, kindly send the Conference Clerk your completed Membership 

Update Form. This way, she may enter the information into eAdventist.

Incoming Members: Baptism
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When a person is accepted by Profession or Faith, a Certificate of Profession of Faith is 

generated and it must be signed by the Pastor and the church clerk.

When the person has been accepted into the church fellowship by vote of the church body, not 

just the board, the clerk must record as much personal information as possible.

Online Clerks: 

(1) Record this information in eAdventist.com as the event occurs or at the end of each quarter.

(2) Print an updated Membership Roll for your records.

Offline Clerks: 

(1) Record this information in the Church Record Book and/or Church Membership Card File.

(2) At the end of the quarter, kindly send the Conference Clerk your completed Membership 

Update Form. This way, she may enter the information into eAdventist.

Incoming Members: Profession of Faith
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When a person comes to you requesting to join your church, obtain the full 

name of the person and the name of the church, city and state where their 

current SDA membership is located. 

Take the name to your church board for approval.

If you are an online clerk, you may initiate a transfer request in eAdventist 

for this person to come into your church. 

If you are an offline clerk, this information should be emailed or mailed to 

the Conference Membership Clerk so that the request can be entered into 

eAdventist on your behalf. 

Incoming Members: Letter of Transfer
Making the Request
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After the transfer has been initiated, you WAIT while the name is taken

before the other church for a first and second reading.

The date of the second reading is considered the RECOMMENDED or

GRANT date for the transfer.

If the other church has an online clerk, this information will be entered in

eAdventist by that church clerk.

If the other church has an offline clerk, they will send this information to

the conference clerk where it is entered online.

Incoming Members: Letter of Transfer
Initial Steps
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Once you receive the recommended/grant date from the other church, have the name

entered in your church bulletin for a first and second reading.

The date of the second reading is the ACCEPTANCE date.

If you are an online clerk, enter this date in eAdventist. If you are an offline clerk, contact

your conference membership clerk so she can enter the information in eAdventist.

An ACKNOWLEDGEMENT is automatically sent to the referring church letting them

know the transfer has been successfully completed. The persons name will now show on

your church records.

You DO NOT need to enter the name – it appears automatically!

Incoming Members: Letter of Transfer
Final Steps
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Transfers can take up to 6 months to complete.  Each church, by church manual policy, 

has 90 days in which to complete their part of the transfer.

If it is getting close to three months and you’ve not heard anything, please contact your 

conference membership clerk for suggestions on how to connect with the other church 

clerk.  They should be able to let you know when the transfer will be granted.

Incoming Members: Letter of Transfer
Time Frame
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Members leave your church in one of four ways:

• Death

• Transfer of Membership

• Missing

• Removed (apostasy)

Outgoing Members
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Recording a death is the ONLY time a clerk may remove a member from the church 

records WITHOUT a vote of the church.

If you are an online clerk, change the individuals member profile status to DECEASED

and include the DATE OF DEATH.

If you are an offline clerk, this information should be emailed or mailed to the Conference 

Membership Clerk so that the request can be entered into eAdventist on your behalf. 

Outgoing Members: Death
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As the clerk, you will receive notice when a member of your church is asking to have his 

membership transferred to another church.  You do not initiate a transfer out of your church.  

When you receive the name of the individual transferring out of your church, take that name to 

your church board for notification.

The name then goes into the church bulletin for two weeks, this is the first and second reading.

The date of the second reading is the official GRANT/RECOMMENDED date of the request.

If you are an online clerk, you enter this date into eAdventist. 

If you are an offline clerk, this information should be emailed or mailed to the Conference 

Membership Clerk so that the request can be entered into eAdventist on your behalf. 

Outgoing Members: Transfer of Membership 
Initial Steps
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The requesting church will receive your grant date through eAdventist. They accept the

individual through a first and second reading. The date of the second reading is the official

ACCEPTANCE date for your member into their new church.

You will receive ACKNOWLEDGEMENT of this date. You will not need to remove the

individuals name from your church records, it will automatically transfer to the new church

when the acceptance date has been entered. Until that time, the person remains your

member, even if you have granted them out.

A person is never without church membership somewhere!!

Outgoing Members: Transfer of Membership 
Final Steps
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It is usually unpleasant to remove members in these categories.  This is not taken lightly 

and only done after other courses have failed.

Please follow the guidelines in the SDA Church Manual and/or your Local Church Clerk 

Manual for the appropriate course of action when dealing with missing members or those 

needing or wishing to have their names removed from the SDA church.

Outgoing Members: Missing / Removed (Apostasy)
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Is regular reporting important? YES!!! Experience shows that clerks who faithfully send in

accurate and complete reports as events or changes occur have fewer problems in maintaining

their membership files. DO NOT allow your membership to lag behind. Know at all times how

many members you have and who they are.

Now that the conference is using e-Adventist, you know that you can report your changes

anytime. You do not have to wait to do it on a quarterly basis. If you are on eAdventist, when you

enter in baptisms, professions of faith, deaths, changes of address, etc. you are in effect doing

your report. And, if you are not using e-Adventist to keep track of your membership, please

remember; THE CONFERENCE IS KEEPING TRACK FOR YOU ON E-ADVENTIST! Therefore, it

is vitally important for you to report quarterly to the Conference.

Every item of information requested on the forms should be supplied; NO EXCEPTIONS! Each

quarter, the Conference Membership Secretary (Clerk) reports to the Union Office and the Union

Membership Secretary must report to the Division Office who then reports to the General

Conference. Omissions or delay of the report on your part, seriously affects the work all along the

way, especially when we get near the end of the year. Faithful attention to the details of the

clerk’s work greatly assists in keeping accurate records of our worldwide work.

Communication – Reports to the Conference
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With the change to e-Adventist system the question arises;

“Do I have to send in paperwork to the Conference office anymore?”

The answer is: YES.

Not only should a computerized copy via e-Adventist be maintained, but all the paperwork that

you completed prior to inputting that information into the computer should also be continued. In

addition, the pastor and the Conference should receive copies for their records as well. On a

regular basis, church records are audited and it is imperative that the church and Conference

records match exactly.

The following schedule should be maintained for auditing purposes:

1. Church Record Book – This is a permanent file never to be destroyed.

2. Church Board Meeting and Church Business Meeting Minutes – These are permanent files.

3. Membership Transfer Forms (Green Cards, Family Unit Record - FUR’s) - 3 months until

information has been recorded in the Church Record Book and has been entered in eAdventist

by local church clerk or Conference Membership Clerk and new updated FUR form has been

received as well as the acknowledgement of transfer form.

Retention of Materials
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What is a Family Unit?
This is a group of people (members and/or non-members) who share the same

address, phone number and subscriptions (Review/Visitor). The family unit may also be

a single individual.

How do I process Rebaptisms?
Sometimes a member feels the need to be rebaptized. When this occurs, pay close

attention to the reporting procedure as follows:

• If the person being rebaptized is a member of the church, DO NOT report them to the

Conference, and DO NOT ADD THEM again to your total for membership.

• If the person being rebaptized is not a member of your church, but is a member of

another SDA church, you will report them to the pastor as a rebaptism but process

them as a transfer into your church and count their membership into your totals when

the transfer is complete.

• A member whose name was removed from membership, upon rebaptism, needs to

be reported to the conference as a baptism.

Frequently Asked Questions
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What is Profession of Faith?
Profession of Faith defined: is any individual who has been previously baptized by

immersion, whether they have been baptized originally in the Seventh-day Adventist

church or a church of any other Christian denomination, and who now professes to

accept and uphold the truths as presented by the Seventh-day Adventist Church, shall

be admitted to the church through a Profession of Faith.

What are some circumstances under which individuals who have accepted

the Seventh-day Adventist message may be accepted into the local church

by Profession of Faith?
1. A committed Christian coming from another Christian communion who has already 

been baptized by immersion as practiced by the Seventh-day Adventist Church.

2. A member of the Seventh-day Adventist Church who, because of world conditions, is 

unable to secure a letter of transfer from his/her home church. 

3. A member of the Seventh-day Adventist Church whose request for membership 

transfer has received no response of any kind from the church where he/she is a 

member. In this case, the assistance of the Conference/Mission/Field shall be sought. 

In case the requesting church is located in another conference/mission/field, the 

assistance of both conferences/missions/fields should be sought.

4. An individual who has been a member, but whose membership has been misplaced 

or has been withdrawn because he/she was a missing member, yet who in reality has 

remained faithful to his/her Christian commitment.

Frequently Asked Questions
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What is the process to add or drop a name from the Church Membership Roll?
There must always be a vote of the church in business session to add or drop a name

a name from the church membership roll, except in the case of the death of a member. 

No name added or dropped is the sole action of the church board. The church clerk has 

no authority to add or drop name from the list without a vote of the church. When a 

member dies, the clerk should, as soon as possible, record the date of death in the 

church record book and make a report of the death to the Conference office or record it in 

eAdventist.

What is the Conference Church?
The purpose of the Conference Church is for individuals that live far away from an

established church facility or are unable to travel to a church building. 

Who can transfer into the Conference Church?

Persons or families living in isolated parts of the conference with no possibility of

being ministered to by a local congregation who would otherwise be without church 

privileges.

Frequently Asked Questions
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Thank You!

Allegheny West Conference

Office of the Executive Vice President / Secretary  

Amneris Martinez

Conference Membership Clerk 

Executive Assistant to: 

Marvin C. Brown, III, Executive Vice President


