WEBSTER PRESBYTERIAN CHURCH

ADMINISTRATION COMMITTEE

MEETING MINUTES

FEBRUARY 2007

The Administration Committee consists of the Personnel Team, the Communications Team and a few other disparate areas such as office computer network administration. 

The committee met on February 14, 2007 following the Personnel and Communications Team meetings.

Attendees: Dennis Waehner and Gene Fisseler

· The Committee agreed to meet each month on the third Wednesday, after the Personnel and Communications Team meetings.

· The Committee reviewed the issues in the attached Personnel and Communications Minutes.

· The Committee determined that there are no actions for approval in the February Stated Session Meeting.

Respectfully Submitted,

Dennis Waehner

February 24, 2007

WEBSTER PRESBYTERIAN CHURCH

PERSONNEL TEAM

MEETING MINUTES

FEBRUARY 2007

Attendees: Janis Edwards, Robert Cravens, Kim Kinzler, Dennis Waehner, Carlos Noriega, Gene Fisseler, Rev. Mark Cooper, and Rev. Helen Deleon

· The team met February 7, February 14, and February 22. 

· The first of these meetings served as the initial get-together of the newly formed team and the remainder of the Team’s time together was spent working to fill the open Secretary position.

· Kim Kinzler and Janis Edwards provide continuity from previous years.  

· Robert Cravens and Gene Fisseler are new to the team.  

· Dennis Waehner, while already ably leading the Communications Team, provided considerable support to the Personnel Committee this month.

· Carlos Noriega availed himself to help the transition for the newly formed team.

· Pastor Mark Cooper and Helen Deleon sat in on interviews of candidates to fill the open Secretary position.

· Gene Fisseler will serve as Chair, at least initially.

· Meetings will be held on the second Wednesday of each month at 6:30 p.m., just prior to the Administration Committee meeting, the week prior to the monthly Stated Meetings of Session.

· The Committee worked diligently to fill the open Secretary position

· Reviewed several applications 

· Compiled a listing of daily job duties

· Developed a job description 

· Conducted multiple interviews

· Considered compensation and benefits in light of WPC policies

· Drafted an offer letter

· Planned to recommend a candidate, Daphne Riemer, to Session at its annual Retreat, February 24

· Placement of new Secretary is expected by Monday, February 26

· The 2007 holiday schedule was adopted for the church staff.

· Robert Cravens will serve as the insurance expert on the team.

· A review of the personnel policies will be performed with any recommended changes brought to the Session for action as appropriate.

Respectfully Submitted,

Gene Fisseler

February 23, 2007

WEBSTER PRESBYTERIAN CHURCH

COMMUNICATIONS TEAM

MEETING MINUTES

FEBRUARY 14, 2007

Attendees: India Allen, Joyce Sens, Tina Looney, Dennis Waehner, and Jim Young

· Dennis offered a Devotional on Acts 5:42 and opened with Prayer at 6:30.

· The team discussed its organization and agreed on the following:

· The Web Team and the Communication Team will collapse into one team.

· Dennis will chair the Communication Team.

· Tina will serve as Newsletter Editor.

· Jim will serve as Newsletter Copy Editor.

· The “Webmaster” title will be shared with the entire Communication Team in accordance with our “many contributors” model.

· Newsletter

· The Team brought Dennis up-to-date regarding the nuts and bolts of how the newsletter is put together.

· The Team volunteered for various assignments in order to assist in the production of this month’s newsletter.

· Web 

· Tina and Dennis continue to generate pages for the new design.  New target date for launch: Mid-March.

· Other

· The Team discussed ways better display brochures in the Narthex.

· Elder team brochures are tabled to the next meeting.

· Tina closed the meeting with Prayer at 8:00 PM.

Respectfully Submitted,

Dennis Waehner

February 15, 2007

