
PROPOSED POSITION DESCRIPTION 
 
Title: General Secretary, Baltimore Yearly Meeting of the Religious 

Society of Friends 
FLSA Status: Exempt 
Reports to:  Clerk, Supervisory Committee of the Baltimore Yearly Meeting 
 
POSITION SUMMARY 
As a participant in the Religious Society of Friends, the General Secretary provides Spirit-
led, strategic leadership to Baltimore Yearly Meeting. The charge includes planning, 
supervising staff, raising funds, and monitoring programs, finances, and property. 
 
The General Secretary works to strengthen a culture of consultation, accountability, 
outreach, and inclusion. 

FUNCTIONS AND RESPONSIBILITIES 
 

RESPONSIBILITIES FOR THE STAFF 
• Hires and evaluates employees consistent with the policies and procedures of the 

Personnel Handbook, while supporting their professional growth. 

• Supervises the staff, including working towards achieving the goals of the Yearly 
Meeting 
 

• Builds relationships among the staff and volunteers that facilitate communication, 
consultation and cooperation, and that nurture love and unity within the Yearly 
Meeting community. 

 
• Represents the staff’s interests to the Yearly Meeting. 

 
WORKING WITH THE COMPONENTS OF BALTIMORE YEARLY MEETING 

• Demonstrates, through example, being rooted in Faith and Practice and in the 
practices of the Religious Society of Friends 
 

• Serves as a voice for and about Baltimore Yearly Meeting 
 

• Cultivates inclusiveness across the Yearly Meeting with particular attention to 
young adults, people of color, people of diverse socioeconomic backgrounds, and 
people of diverse sexual orientations and gender identities. 

• Initiates the development of policy changes or new policies as needed. 
 

• Ensures that Yearly Meeting policies and decisions accord with applicable laws 
and regulations. 
 

• Shares relevant information about BYM and its activities within the Yearly Meeting 
and to the public. 

 



• Supports the Presiding Clerk and the Clerk of Interim Meeting in planning and 
carrying out meeting activities and events. 

 
• Supports the Program Committee in the planning and implementation of Annual 

Session. 
 

• Enhances opportunities to collaborate with Friends’ organizations, institutions, etc. 
that will expand the reach of the Yearly Meeting and the Religious Society of 
Friends. 
 

• Ensures the smooth running of the many programs of the Yearly Meeting, including 
the camping programs, programs for youth throughout the year, and various 
retreats. 
 

• Supports individual Meetings and Worship Groups of Baltimore Yearly Meeting 
 
FUNDRAISING AND MANAGING RESOURCES 

• Manages fiscal resources in keeping with the articulated vision of the Yearly 
Meeting. 
 

• Helps to develop the budget each year in conjunction with appropriate committees 
 

• Works with the staff and the committees to meet budgetary objectives. 
 

• Supports Development staff and Development Committee members in seeking 
funding from potential donors. 

 
• Monitors applications for grants and their administration and evaluation. 

 
• Ensures that record management procedures are clear and consistently 

implemented. 
 
• Approves and monitors contracts. 

 
• Manages the maintenance of the BYM office building and grounds, and the camp 

properties. 
 

QUALIFICATIONS 
EDUCATION 

• Bachelor’s degree, or: 
• Some college education and exceptional management experience in lieu of a 

formal degree 
• Demonstrated commitment to the Quaker beliefs and practices that underlie the 

work of Baltimore Yearly Meeting. 
 



EXPERIENCE NEEDED 
• Active involvement as a member or attender in the Religious Society of Friends 

as well as experience working on Quaker Committees, organizations, or other 
Quaker activities. 

• Experience of Quaker decision-making such as in committees or business 
meetings. 

• Completion of at least 5 years of staff supervision, fiscal oversight, and program 
administration. 

• Demonstrated success working within an organizational structure that includes 
committee decision-making and consultative processes. 

• Experience in building relationships across ethnocultural groups. 
• Experience in making presentations to internal and external audiences. 
• Experience in working with all age groups, including youth camp programs, is an 

asset. 
 
OTHER REQUIRED SKILLS AND ABILITIES 
Excellent interpersonal skills 
Willingness to travel frequently and, at times, to work unconventional hours. 
 

SALARY AND BENEFITS 
Salary is commensurate with qualifications and experience. Benefits include: health plan 
coverage; long-term disability insurance; term-life insurance; eleven paid holidays; 
annual, personal medical, maternity/paternity, adoption and sabbatical leaves; 
retirement contributions. 
 

NONDISCRIMINATION STATEMENT 
Baltimore Yearly Meeting, a spiritual community, welcomes all to its programs. The 
Yearly Meeting is an equal opportunity employer and does not discriminate in hiring 
based on race, gender, sexual orientation, disability, marital status, age, or national 
origin. 
 

PHYSICAL DEMANDS CRIMINAL BACKGROUND CHECK 
The physical demands described here are representative of those that must be met by 
an employee to successfully perform the essential functions of this job. Reasonable 
accommodations will be made to enable individuals with disabilities to perform these 
functions. 
 

CRIMINAL BACKGROUND CHECK 
A criminal background check is required for any new staff person. 


