
 

Hope Lutheran Church  
Youth Leadership Positions 

 
 

PRESIDENT 

As President of youth group your major responsibilities are to: 

1. Check on arrangements for the meeting. Be sure each person listed on the program is ready. 

2. Check with the secretary, parent leader and/or DCE and other officers about business to be considered.  

3. Preside at all meetings.  

4. Speak on behalf of the youth group at church Voter or Council Meetings 

5. See that the meeting starts on time and adjourns at the scheduled time.  

6. Follow the recommended order for a business meeting.  

7. Follow parliamentary procedure in conducting meetings.  

8. Check frequently on each sub committee’s progress and ask for a report from each chairperson. 

9. Show courtesy to guests and introduce them to the group.  

10. Consult with other officers on program plans and implementing activities.  

11. Relate motions and ask for a vote when the group is ready and announce the results.  

12. Cast the deciding vote if there is a tie.  

13. If you must be absent from a meeting, notify the Vice-President who presides. If the Vice President is also 

absent, the Secretary calls the meeting to order and a chairman (someone form the membership to lead the 

group for this meeting only) is appointed. 

 

VICE PRESIDENT 

The second highest office Youth Group involves duties essential to a successful program.  
Major responsibilities are: 

 
1. Learn and be prepared to assume the duties of the President  

2. Preside at meetings when the President is absent.  

3. Serve as the chairperson of the program committee and help plan programs for each meeting.  

4. Delegate responsibilities and tasks to appropriate standing committees.  

5. Represent the youth group at outside meetings when requested.  

6. Identifies and recruits a youth volunteer to lead the opening devotion/prayer and closing prayer at each 

meeting. 

7. Check on meeting arrangements, seating, light, temperature and location and also be responsible for youth 

group equipment. 

 

 

 

 

 

 



SECRETARY 

1. Keeps a complete listing of all youth group persons, contact information including mailing and email address and 

cell phone if applicable. 

2. To do roll call at each meeting and enter into the church management software “BREEZE” 

3. Take notes each meeting and prepare meeting minutes to be read them at the next meeting.  

4. Alerts the church secretary via email to include upcoming youth group dates and events to be published in a 

timely matter in the church bulletin. 

5. Reads letters received to the youth group and handles all correspondence  

6. Coordinates and writes thank you notes on behalf of the youth group 

7. Calls the meeting to order if the President and Vice-President are absent.  

8. Reminds members of special meetings by phone, postcard, email or social media and makes sure each member 

knows when and where the next meeting will be.  

9. Sends a report of each meeting to the DCE 

 

TREASURER 

Keeps and accurate record of and works directly with the church Treasurer and Financial secretary to: 

1. Track money received and its source (ie: Fundraisers, donations, etc).  

2. Track all money paid out and for what purpose.  

3. Reports at each meeting the amount received, the amount of bills paid since the last meeting, and the balance 

in youth line item regarding upcoming mission trips or youth gatherings.  

4. Facilitates fundraising sub-committee and works with them to track and plan for monies needed each year 

5. Identify and collaborate with Thrivent congregation members to secure Thrivent Action Team Grants in a timely 

manner to defray costs. 

6. Have Treasurer’s Report approved and signed by Hope Lutheran Church Treasurer and/or DCE  

7. Work with the DCE to submit a budget in fall of each year in recommending needed purchases and budgeted 

items.  

 

REPORTER 

1. Tells the story of the Youth Group activities and youth involvement through social media, church bulletin, church 

website, scrapbook, local paper, and/or church newsletter.  

2. Takes and/or collects photos, and videos of youth events and youth happenings both within the church and 

outside as we showcase the youth group work within the community (boy scouts, volunteering, show choir, 

clubs etc). 

3. Is responsible for updating the “Youth” section of the church webpage with upcoming events, content, and 

information.  

4. Work with the DCE to update church social media to reflect youth news and announcements (Instagram Take 

Over) 

 

 

 

 


