
CANON LAW SOCIETY OF AMERICA 
 

Job title General Secretary 

Reports to Board of Governors of the CLSA 

Supervisor President of the CLSA 
Status - 
Classification Full-time – Exempt  
 
 
JOB PURPOSE 
 
The General Secretary manages and is responsible for the day-to-day operations of the Office of 
the Canon Law Society of America (CLSA) in Washington, DC.  
 
The General Secretary is an authorized agent for the CLSA in all matters for which such agency 
is required, unless the Board of Governors or officers of the Society have determined otherwise. 
 
The General Secretary is authorized to finalize contracts for facilities and make other legal 
arrangements for the Annual General Meetings on behalf of the Society after consulting with the 
National Convention Chairperson and the President. [Source:  Bylaws, 16 Amended] 
 
 
DUTIES AND RESPONSIBILITIES 
 
1. Implements the decisions of the Board of Governors (BOG).  
 
2. Participates in meetings of the BOG and serves ex officio as a member of the Convention 

Planning Committee. 
 
3. Manages the Office of the CLSA, directing and supervising the work of the Administrative 

Assistant and other staff. Collaborates with the Executive Coordinator so that materials are 
properly and promptly prepared by staff for publication.  

 
4. Working with the Treasurer, manages the day-to-day business operations of the CLSA, and is 

responsible for the financial operation of the CLSA including:  
 
a. The collection and disbursement of all funds of the CLSA. Depositing receipts, 

paying bills, reconciling monthly financial statements, and maintaining contact with 
the auditor/accountant as needed;  

b. Maintaining contracts for the employee health benefit package, the payroll service, 
and an IT consultant.;   

c. Sending notice to those active and associate members who become delinquent in the 
payment of their dues;  

d. Depositing in the name of, and to the credit of, the CLSA all monies and other 
valuables of the CLSA in banks and trust companies or the like approved by the 
BOG;  

e. Oversees the accountant or other responsible personnel in keeping the accounts of the 
CLSA in books designated for that purpose, specifically monies received and 
expenses incurred in connection with the General Meeting.  

  

 



 
 
 

 
 

5.  Ensures that the CLSA Office:  
  

a. Keeps a current list of the names and addresses of the active, associate, student and 
honorary members of the CLSA, which shall be made available upon request to any 
member, at the latter’s expense, provided the use of the list be for the purpose of the 
CLSA; 

b. Maintains the files of the CLSA on a current basis and serves as liaison with the 
archives of the CLSA;  

c. Sees to it that notice of the Annual General Meeting is sent to the membership. 
 
6. Establishes deadlines throughout the year, e.g., newsletter preparation, convention tasks, 

website updates, mailings, etc.  
  

7. Coordinates the logistics, makes arrangements for and attends to the details related to the 
annual convention and meetings of the BOG, including hotel accommodations, preparations 
and the dissemination of meeting materials.  
  

8.  Collects, prepares, reviews, edits and disseminates content for the Newsletter, 
announcements, brochures, mailings, and BOG materials. 
  

9.  Responsible for maintaining the CLSA website, including:  
  

a. Keeping the website updated, e.g., dates for regional meetings, seminars, 
conventions, and sister societies and non-CLSA conferences; lists of committee 
members; CLSA officers; obituary notices for deceased members; episcopal 
appointments of members;  

b. Assisting members with problems logging in, paying dues, registering for events, 
purchasing or downloading publications;  

c. Reviewing and forwarding or responding, as appropriate, to website contact forms.  
  

10.  Coordinates the public relations for the Society at the direction of the President or BOG. 
  

11.  Communicates to the President requests for CLSA members to assist with projects, 
evaluations, surveys, seminars and the like on behalf of the CLSA.   
 

ESSENTIAL QUALIFICATIONS 
 
Primary: 
 
Willingness and ability to use God-given gifts and talents to support the mission of the Church, 
canon law, and the Canon Law Society of America in his/her present vocational state. 
 
Education: 
 
A baccalaureate degree. 

 
 
 
 
 
 



 
 
 

 
 

Experience and Other Elements: 
 

1. Excellent interpersonal skills and the ability to work cooperatively with the Executive 
Coordinator, CLSA officers, the BOG, the various committees, the membership, the 
office staff, and other persons.  
 

2. High degree of professionalism with a dedication to customer service and a sense of 
responsibility to the membership of the CLSA.  

 
3. An articulate and professional communicator both orally and in writing, with proven 

leadership gifts in working with and guiding others and delegating responsibilities. 
 

4. Demonstrated ability to effectively plan and organize work with attention to details and 
accuracy. 

 
5. Detailed planning of and excellent follow-through on commitments related to the 

coordination of CLSA events and activities.  
 

6. Conscientious steward of financial resources with ability to work within budgetary 
guidelines.   

 
7. Experience with or willingness to learn computer systems and website technology.  

 
 
 
This position description describes the essential duties and qualifications of the position. It is not 
an exhaustive statement of all the duties, responsibilities or qualifications of the position nor does 
it describe everything. This document is open to modifications under the direction of the Board of 
Governors of the CLSA, consistent with providing reasonable accommodation. This is not a 
contract. Your signature indicates you have had the opportunity to review and discuss your 
position description with the President of the Board of Governors and that you understand the 
essential duties and essential qualifications of the job. 

 
Approved by: 
 Jay Conzemius, CLSA President 

Date approved: September 1, 2020 
Reviewed:  
Applicant’s 
Signature: 

 

 
 

 
 
 
 
 
 
 
 



 
 
 

 
 

 
 
 

WORKING CONDITIONS, PHYSICAL REQUIREMENTS & ENVIRONMENT 
         IN A USUAL WORKDAY, THIS JOB REQUIRES: 
 
         N = NEVER   (0 hours per day) 
         R = RARELY  (Less than ½ hours per day) 
         O = OCCASIONALLY (1/2 – 2.5 hours per day) 
         F  = FREQUENTLY  (2.5 – 5.5 hours per day) 
         C = CONTINUALLY  (5.5 – 8 hours per day) 
 

 N R O F C 
I.  LIFTING/CARRYING (Amount of force exerted to lift and/or carry) 
     1 – 10 lbs.    X  
     11- 20 lbs.    X  
     21- 35 lbs.   X   
     36 –50 lbs.  X    
     51 –75 lbs. X     
     76–100 lbs. X     
II.  PUSHING/PULLING (Amount of force exerted to push and/or pull) 
      1 –10 lbs.    X  
      11-20 lbs.    X  
      21-35 lbs.   X   
      36-50 lbs.  X    
      51-75 lbs. X     
      76-100 lbs. X     
III.  POSTURES/MOVEMENTS 
      Sitting     X 
      Standing    X  
      Walking   X   
      Stooping, kneeling, crouching and/or crawling   X   
      Reaching and/or grasping    X  
      Hand/finger dexterity     X 
      Climbing and/or balancing  X    
      Carrying, pushing and/or pulling   X   
IV.  COGNITIVE/SENSITIVE 
      Talking     X 
      Hearing     X 
      Sight (Addendum: Acuity, color blindness)     X 
V.  OCCUPATIONAL ASPECTS 
      A.  Work Environment      
            Working Inside     X 
            Working Outside  X    
            Changing Temperatures  X    
            Wet/Humid Conditions X     
            Areas of dust, odors, mist, gases,  
            or other airborne matter 

X     

             Mechanical, electrical and/or other hazards X     
             Confined Spaces X     
      B.  Other Aspects 
             Infectious Agents X     
             Chemicals X     
      C.  Special Equipment/Clothing X     



 
 
 

 
 

The above describes the general content of, and requirements for, the performance of this position.  It is not an 
exhaustive statement of duties, responsibilities, or requirements, and does not limit the assignment of additional duties 
at the discretion of the supervisor under the direction of the Board of Governors of the CLSA. 
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