What’s on your mind?
What are the primary duties of a clerk of session?

Don Muir, Associate Secretary, General Assembly Office

An email pops up on my computer.  

“I’ve been asked to accept the position of clerk of session. Is there a job description you can send me?” 

This might be it.
The Book of Forms lays out the essentials of this office. Of course, in practice, the job can expand in many directions – both official and unofficial. For example, because a clerk of session often has an in-depth understanding of the character of the congregation as well as the personalities of the elders, the clerk can provide the minister with valuable guidance and wisdom when it comes to navigating new directions in ministry. It is also common for the clerk of session to emerge as a leader amongst the elders and end up serving as a sounding board not only for ministers, but also for other elders and members of the congregation. The clerk may become a friendly confidante to the minister. It may be the session clerk who makes announcements during worship on behalf of the session, although any other elder of the minister may do this.  
That said, here are a few notes that may help a session clerk more completely understand their role and responsibilities.
Book of Forms (BofF) section 118 provides a summary of session clerk duties:

The session appoints a clerk, whose duty it is to take regular minutes of the session’s procedures and hold the same in a permanent record, to take charge of all session documents and to prepare and issue all extracts of minutes and papers authorized by the session (See BofF sections 18–24).

The session elects its own clerk from among the elders. (BofF 18 and 19)

The clerk is the keeper of session records although the session my authorize the minister to look after the baptismal and professing members rolls. (BofF 20 and 20.1)

The clerk is the legal extractor of notes from session records. For example, if the presbytery requests information about a session decision, it is the clerk who will provide that information. This would normally include the date and place of the meeting, a list of elders present, and the decision requested. The clerk will also write other letters as requested by the session. Presbytery, synod and General Assembly normally communicate with the session through the clerk. (BofF 23-24)

The clerk records the minutes of each session meeting. Some clerks record entire discussions that take place. While significant background facts may need to be included in the session records at times, it is primarily the decisions of the session that are to be noted. It is the minister’s responsibility to ensure the minutes are correctly kept. (BofF 25, 27, 123) 
The minister usually prepares an agenda for each session meeting. Some ministers prefer to collaborate with the session clerk on this.

The clerk of session might be asked to maintain a directory of members and adherents connected with the church, but someone else could do this.  
The role of the clerk is a very important part of the efficient and effective running of the session and congregation. We thank God for this gracious and faithful work.  
