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Better Results with Documented Expectations
~ Membership Awareness of Duties
~ Officer Preparation and Development
~ Top Line Signers, Mentors and SR Reps to Lodges

Why Have Position Descriptions? 

Presenter
Presentation Notes
First Question: Why have we bothered to do this? Answer: Common Frame of Expectations
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Better Results with Documented Expectations
~ Membership Awareness of Duties
~ Officer Preparation and Development
~ Top Line Signers, Mentors and SR Reps to Lodges

Why Have Position Descriptions? 

VMAP Tasks for Membership Growth
Area 1. Membership Recruitment:  

“The Valley has a position description for Top Line 
Signers.”

Area 7. Officer Responsibilities and Engagement: 
“The Valley maintains a list of duties and job 
descriptions for each elected [and] appointed officer.”

Presenter
Presentation Notes
And, if that is not enough reason, you might be motivated by the Valley Membership Achievement ProjectVMAP includes a variety of mandatory and optional activities intended to improve our members’ Scottish Rite experience, with the expectation of increased membership numbers to followThree Optional tasks call for PDs: Area 1, Membership Recruitment, addresses Top Line Signers, and Area 7, Officer Resp. and Engagement, has two tasks, one for Appointed and one for Elected Officers.
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A. Improving understanding of Officers’ responsibilities prior to their 
seeking or accepting appointment to office.

B. Providing schedule for introduction to Valley planning and execution 
activities.

1) Early involvement of junior Officers in supporting positions for those 
responsibilities that will be assumed in subsequent years. 

2) Increased participation throughout Officer line.

What are the Objectives?

1. Planning Tool to Improve Officer Leadership through:

2. Written Guidance to Assist/Improve Performance of Top 
Line Signers, Mentors and Scottish Rite Representatives

Presenter
Presentation Notes
Note that Officer responsibilities are not only described for the benefit of achieving common understanding of expectations, but the Position Description also serves as a planning tool to guide progressive Officer development from his first appointment through his time in the East of his Body.Position Descriptions for Top Line Signers, as well as for the Mentors assigned to our new members, and for our Representatives in our local Symbolic Lodges, provide helpful guidance to those Brothers to aid them in performing their roles.  
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Installation Ceremony
~ Presiding Officers of Bodies
~ Other Elected Progressive Officers and Almoner
~ Appointed Secretary and Treasurer

Valley Bylaws
~ Article III (Presiding Officers, Almoner, General 

Secretary, Treasurer and Trustees)

Valley Strategic Plan
~ Named Positions are Assigned Actions to 

Achieve Goals under 7 Specific Objectives  

Personal Representative’s Annual Guidance

Information Sources

Presenter
Presentation Notes
Variety of Sources address the roles and responsibilities of our Officers.Installation Ceremony is described in “Forms and Traditions of the Scottish Rite” by Ill. Bros. Art De Hoyos  and John Boettjer, both Grand Cross. ASR Bylaws include key Officer responsibilities ASR Strategic Plan assigns responsibilities for specific Actions under listed Objectives and Goals. Late Summer, each year, Ill Ed Cohen, SGIG’s Pers Rep in Alexandria, provides written guidance to those expected to be installed as Presiding Officers for the coming year. Assigned responsibilities are included in the PDs.  
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Officer Job Descriptions
asrva.org (go to pulldown menu > all publications > 2014 10 10 Jobs Report 
(Final).pdf)

Installation Ceremony
John W. Boettjer, 33º, G. C. & Arturo de Hoyos, 33º, G. C., ed., Forms and 
Traditions of the Scottish Rite (Washington, D.C.: The Supreme Council, 33º, 
for the Scottish Rite Research Society, 2000) 

Alexandria Valley Bylaws
asrva.org (pulldown menu > all publications > By-Laws Current as adopted 
06 12 2015 and approved 06 15 2015 )

Alexandria Valley Strategic Plan
asrva.org (pulldown menu > all publications >2010 04 09 Alex Valley 
Strategic Plan Final.pdf ) 

Alexandria Valley Personal Representative’s Annual Guidance
asrva.org (pulldown menu > all publications > 2016 Officer Guidance by 

month final.pdf )

Where to Find the Documents 

Presenter
Presentation Notes
Source Documents are available for review as shown here.ASR generated documents are available at ASRVA.org in the Publications Section“Forms and Traditions may be purchased for $14 at SR online Book Store
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1. Lodge of Perfection Progressive Officers

2. Chapter of Rose Croix Progressive Officers 

3. Council of Kadosh Progressive Officers 

4. Consistory Progressive Officers

5. Summary of Job Responsibilities

6. Non-Progressive Officer Descriptions

Pos. Description Document Format

Presenter
Presentation Notes
The Position Description document includes a separate section for each Body, and describes the duties of each appointed and elected progressive officer in that Body. A quick-reference summary of the duties of each of the Progressive Officers is provided in a separate section. Non-Progressive Officers of all Four Bodies are described in a separate section. 
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“The Venerable Master is the presiding officer of the Alexandria Lodge 
of Perfection and is charged at Installation with a broad range of 
Masonic responsibilities, the nature of which are not to be found in the 
Charges to the presiding officers of the Chapter, Council or Consistory. 
He must read and study the “certain charges and regulations which 
define the duty of a Master of a Lodge of Perfection,” to ensure he 
understands and is prepared to execute the duties of his office. His 
various duties are described in the Installation Ceremony, the Statutes of 
the Supreme Council, both the Alexandria Valley By-laws and its 
Strategic Plan, and, finally, the written direction of the Sovereign Grand 
Inspector General’s (SGIG’s) Personal Representative in the Valley of 
Alexandria. This position description highlights the primary 
responsibilities and assigned duties of the Venerable Master of the Lodge 
of Perfection.”

Example of Format/Content
Lodge of Perfection: Venerable Master

Presenter
Presentation Notes
Will not read the document to you, but have extracted enough to show how the documents are put together. Will use the Lodge of Perfection’s Venerable Master as the example.Each Officers’ description begins with introductory paragraph. (NEXT SLIDE) 
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“The Venerable Master is the presiding officer of the Alexandria Lodge 
of Perfection and is charged at Installation with a broad range of 
Masonic responsibilities, the nature of which are not to be found in the 
Charges to the presiding officers of the Chapter, Council or Consistory. 
He must read and study the “certain charges and regulations which 
define the duty of a Master of a Lodge of Perfection,” to ensure he 
understands and is prepared to execute the duties of his office. His 
various duties are described in the Installation Ceremony, the Statutes of 
the Supreme Council, both the Alexandria Valley By-laws and its 
Strategic Plan, and, finally, the written direction of the Sovereign Grand 
Inspector General’s (SGIG’s) Personal Representative in the Valley of 
Alexandria. This position description highlights the primary 
responsibilities and assigned duties of the Venerable Master of the Lodge 
of Perfection.”

Example of Format/Content
Lodge of Perfection: Venerable Master

Presenter
Presentation Notes
Initial part of the Intro states the main responsibility stated in broad, general terms (NEXT SLIDE)
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“The Venerable Master is the presiding officer of the Alexandria Lodge 
of Perfection and is charged at Installation with a broad range of 
Masonic responsibilities, the nature of which are not to be found in the 
Charges to the presiding officers of the Chapter, Council or Consistory. 
He must read and study the “certain charges and regulations which 
define the duty of a Master of a Lodge of Perfection,” to ensure he 
understands and is prepared to execute the duties of his office. His 
various duties are described in the Installation Ceremony, the Statutes of 
the Supreme Council, both the Alexandria Valley By-laws and its 
Strategic Plan, and, finally, the written direction of the Sovereign Grand 
Inspector General’s (SGIG’s) Personal Representative in the Valley of 
Alexandria. This position description highlights the primary 
responsibilities and assigned duties of the Venerable Master of the Lodge 
of Perfection.”

Example of Format/Content
Lodge of Perfection: Venerable Master

Presenter
Presentation Notes
Next part of intro identifies Sources of info to be used for further review, as desired. In the Venerable Master’s section shown here, those sources include the Installation Ceremony, Statutes of the Supreme Council, our Valley Bylaws and Strategic Plan, and the Personal Rep’s annual guidance.
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Preside over the opening, conduct and closing of all meetings of his Lodge; 

Manage and control the business and financial affairs of the Valley of 
Alexandria;

Provide welcoming remarks at Spring and Fall Reunions;

Provide speakers for programs in February, September, and December to 
educate, inform or entertain the Brethren and otherwise when directed by the 
Personal Representative;

Provide the Venerable Master’s message for the January – February, and the 
November – December Valley Bulletin messages;

Serve as a member of the Alexandria Valley Executive Council;

Serve as an ex officio member of both the Membership Development 
Committee and the Budget and Finance Committee of Alexandria Valley.

Venerable Master: specific functions

Presenter
Presentation Notes
Following the general Introduction, specific functions assigned to the officer are listedSome of these will be common to all Valleys, but most may be unique to the Valley of Alexandria
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The Venerable Master shall assign and lead his subordinate officers to 
ensure the following activities are completed:

Venerable Master (cont.)

Lodge preparations and execution of the Feast of Tishri observance, 
including getting the speaker for the event (assisted by the Expert and 
Assistant Expert);

Lodge preparations and hosting of the Teacher Awards Dinner 
(assisted by the Captain of the Host);

Lodge hosting duties for the Spring Reunion 1st day lunch (assisted 
by the Master of Ceremonies).

Presenter
Presentation Notes
While each Officer description includes the Introductory Summary of duties and that Officer’s specific duties, the Head of each Body has additional responsibilities described. The first of these includes those functions of the Body that the Presiding officer is encouraged to delegate specific roles to his subordinate Officers, while retaining the overall responsibility to ensure successful completion.
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The Venerable Master shall assign:

Venerable Master (cont.)

The two senior subordinate Lodge Officers as representatives to the Committee 
organizing and running the annual Friends and Family Dinner and Charity Auction 
(the Senior and Junior Wardens);

The next two most senior Lodge Officers as representatives to the Committee 
organizing and running the annual Valley Picnic (The Orator and Master of 
Ceremonies);

In consultation with the Chair of the Member Retention Committee, one Lodge 
Officer to assist that Committee;  

In consultation with the Brother running the ROTC and JROTC awards program, 
two Lodge officers to assist in the presentation of awards;

One Lodge officer to assist at the Valley hospitality suite during the annual Scottish 
Rite Conference;  

Two or more Lodge officers to support the Conference President in the year when 
Alexandria hosts the Scottish Rite Conference.

Presenter
Presentation Notes
The next part includes those roles to be assigned by the Head of the Body to one or more of his subordinate OfficersThese include representation on Valley ad-hoc Committees such as the Friends and Family Dinner and Charity Auction, the Annual Family Picnic or other Valley programs and activitiesAlso included is representation on the Valley Standing Committee on Member Retention  NOTE that while specific Officers may be recommended for progressive Officer training purposes, the assignment is left to the discretion of the Head of the Body to ensure optimum flexibility and success 



LODGE OF PERFECTION OFFICER RESPONSIBILITIES 
         
  CoH AE Ex MC Or JW SW VM 
RITUAL         
Feast of Tishri * * X * * * * X 
Reunion Remarks               X 
Spring Reunion Lunch #1 * * * X * * * X 
14th Degree Ring Pgm * * * X * * * * 
EDUCATION         
Valley meeting speaker (3)              X  
Feature Bulletin Article (1)         X      
OUTREACH         
Teacher Awards Banquet X * * * * * * X 
J/ROTC Award Presentation (2) * * * *         
JMU RiteCare Visit Supt * * * * * * * * 
PHILANTHROPY         
Celebrating Craft Supt * * * *         
Friends/Fam Pgm Supt (2) * * * *   X X   
SOCIAL         
Annual Picnic Support (2) * * * X X       
2015 Conf Support (2) * * * * * * * * 
VALLEY BUSINESS         
Stated Meeting Duties X X X X X X X X 
Bulletin Article - VM Msg (2)              X 
Executive Council             X X 
Membership Dev Comm (1)               X 
Budget/Finance Comm (1)             X X 
Officer Trng Course         * * X   
         
* Assigned role  

 

Presenter
Presentation Notes
After each progressive Officer’s have been addressed, a summary of those functions is provided in a matrix display.The summary is helpful in understanding all the functions assigned to the Body and in ensuring that each Officer is exposed to the Valley operations and activities as he progresses through his line toward the East.Some jobs are assigned to a specific Officer (X) while others may be assigned to those identified by the asterisks (*). 



CHAPTER OF ROSE CROIX OFFICER RESPONSIBILITIES 
          
  GOT SB AE Ex MC Or JW SW WM 
RITUAL          
Ceremony of Rem/Ren X X * * * * * * X 
Funeral/Mem Svcs * * * * * * * * X 
Spring Reunion Lunch #2 * * X * * * * * X 
EDUCATION          
Valley Meeting Speaker (2)                 X 
Feature Bulletin Article (1)           X       
OUTREACH          
J/ROTC Award Presentation (2) * * * * *         
JMU RiteCare Visit Supt * * * * * * * * * 
PHILANTHROPY          
Friends/Fam Pgm Support (2) * * * * *   X X   
Celebrating Craft Support (1) * * * X * * * * * 
SOCIAL          
Annual Picnic Support (2) * * * * X X       
2015 Conf Support * * * * * * * * * 
VALLEY BUSINESS          
Stated Meeting Duties X X X X X X X X X 
WM Message for Bulletin         X 
Executive Council               X X 
Membership Dev Comm                 X 
Budget/Finance Comm               X X 
Officer Trng Course           * * X   
          
* Assigned role  

 

Presenter
Presentation Notes
We will show the summary Matrix for the other three Bodies. This shows the Chapter of Rose Croix responsibilities.Note that the Valley Officer Training Course is included and is to be completed prior to installation as the Presiding Officer of any of the Bodies.



Council of  Kadosh Officer Responsibilities 
               
  LoG BBS BWS BB 2D 1D Drpr Turc MC Or Chan 2LC 1LC Cdr 

RITUAL               
Fall Reunion Lunch 1 * * * * * X * *  * * * * X 
EDUCATION               
Pgm Lecture Law of Rite                     X       
Valley mtg speaker (2)                   X       X  
Feature Bulletin Article                   X        
OUTREACH               
Blue Lodge Night * X * * * * X X * * * * * X 
J/ROTC Award Supt (2) * * * * * * * * *           
JMU RiteCare Visit Supt * * * * * * * * * * * * * * 
PHILANTHROPY               
Celebrating Craft supt * * * * * * * * *           
Friends/Fam Pgm Spt(2) * * * * * * * * *     X X   
SOCIAL               
January Awards Dinner * * X X * * * * X * * * * X 
Annual Picnic Supt (2) * * * * * * * * * X X      
2015 Conf Support * * * * * * * * * * * * * * 
VALLEY BUSINESS               
Stated Meeting Duties X X X X X X X X X X X X X X 
Bulletin Article-Cdr Msg(1-
2)                           X 
Executive Council                         X X 
Membership Dev Comm                           X 
Budget/Finance Comm                         X X 
Assist General Secretary 
to maintain Widows list X   X            
Officer Trng Course                   * * * X   
               

* Assigned role  
 

Presenter
Presentation Notes
Council of Kadosh Responsibilities



CONSISTORY OFFICER RESPONSIBILITIES 
          
  CoG AE Ex MC MS Chan Pcptr Prior MoK 
RITUAL          
Reunion Open/Close X X X X X X X X X 
Fall Reunion Lunch 2 * X *  * * * * X 
EDUCATION          
Valley Mtg speaker (2)           X     X  
Feature Bulletin Article     X     
OUTREACH          
JMU RiteCare Visit Supt * * * * * * X * * 
J/ROTC Award Support * * * *           
PHILANTHROPY          
Celebrating Craft supt * * * *           
Friends/Fam Pgm Supt * * * *     X X   
SOCIAL          
Ladies/Widows Banquet * * * X * * * * X 
Blue Lodge Event  * * * * * * * *  
Annual Family Night Out * * * * * * * X * 
Annual Picnic Support * * * * X X       
2015 Conf Support * * * * * * * * * 
VALLEY BUSINESS          
Stated Meeting Duties X X X X X X X X X 
Bulletin Article-MoK 
Msg(1-2)                 X 
Executive Council               X X 
Membership Dev Comm                 X 
Budget/Finance Comm               X X 
Officer Trng Course         * * * X   
          
* Assigned role 

 

Presenter
Presentation Notes
Consistory Responsibilities
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Descriptions are provided for the following:

Treasurer
Secretary
Almoner
Prelate
Organist
Tiler

Officers of All Four Bodies 

Presenter
Presentation Notes
The non-progressive officers are selected on the basis of their specific qualifications for their jobs, so the position descriptions may be more briefly stated and do not include the training objectives reflected in the progressive Officer positions.
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Top Line Signer Job Description 

1. Meet with the Petitioner prior to the Reunion, explain the Reunion schedule and 
answer any questions he has.  If you encounter a question you don’t know the 
answer to, call or email the Valley Secretary who will get the answer for you.

2. Accompany the Petitioner to, or meet him at the Valley Temple on the first 
morning of the Reunion.  Your presence will make the whole experience more 
comfortable for him.

3. If possible, try to be present at the completion of the Reunion degrees to extend 
your congratulations to the new Master of the Royal Secret and to introduce him 
to his assigned Mentor. 

4. Periodically call him and invite him to attend a Valley meeting or other Valley 
event.  If you help him to get into the habit of coming to meetings and becoming 
active in one or more of our activities, he will become and stay active.

Signing a petition for a candidate for our Reunion Class is an important responsibility 
for every Scottish Rite Mason, but you are also in a position to make the candidate and 
the new Scottish Rite Brother feel at home in the Valley and become an active 
member. You can greatly help this process if you will:

Presenter
Presentation Notes
The next three descriptions are not part of the Officer PD package, but are intended to provide assistance to those Brethren who contribute to our Valley membership growth as (1) Top Line Petition Signers, (2) Mentors for our newest members and (3) our Valley’s Scottish Rite Representatives in their Symbolic Lodges.These papers may be described as guidance letters of assistance and encouragement rather than required performance standards.Correspondence to a Top Line Signer recommends actions that he should perform, and suggests how he is in a unique position to answer, or find answers to the Petitioner‘s questions, and to ensure a pleasant introduction to the Scottish Rite, in general, and to our Valley in particular.The Signer’s primary role continues through the completion of the degrees at which time he introduces the new member to his assigned Mentor. His secondary responsibility continues as a Scottish Rite Brother to keep him informed of and participating in Valley activities.
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Mentor Job Description
The time between the end of the Reunion and the next Reunion is particularly important in 
determining whether or not the new Master of the Royal Secret will become an active 
member of the Valley and, as mentor, you can play a key role in ensuring that this 
happens. You can make a real difference in getting the new Scottish Rite member started 
right if you will:

1. Meet, call or have an email exchange with your mentee after the Reunion and before 
the next Valley stated meeting.  Remind him when the meeting is, and what to 
expect at the meeting – and answer any questions he may have.  Encourage him to 
attend.

2. A few days before the meeting, call him to remind him of the meeting.  Depending on 
where you both live or work, you may be able to drive together to the meeting, but if 
not, arrange to meet him at Valley Temple for his first stated meeting.  

3. Call him before each successive meeting to remind him of the meeting and arrange 
to meet him at the Temple.  

4. Make it a point to talk about his interests and then how he can get more involved in 
Scottish Rite.

5. Finally, remind him of the next reunion.  See if he knows someone who might wish to 
join and let him be a petition signer.  Ensure that he attends the next Reunion so he 
can see the degrees a second time to get more out it.  

Presenter
Presentation Notes
At the end of the Reunion, the new Master of the Royal Secret is introduced to his assigned Mentor, who will have already received his Mentor “job description” along with his assignment package and relevant contact information.    From this point to the next Reunion, the Mentor is charged with the objective of making the new member an active member of the Valley, by keeping him informed of Valley activities and encouraging his participation.
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Scottish Rite Representative 
Job Description

The SR Rep to the Symbolic Lodge plays a significant role in supporting the Scottish Rite and the 
Alexandria Valley.  He keeps the Scottish Rite members in his Lodge informed about Valley activities 
and events to increase their participation in the Rite, and helps his non-Scottish Rite Lodge Brethren 
understand how the Scottish Rite can assist them in their quest for Masonic light and an expanded 
circle of friends and Brothers.  The SR Rep will share information about upcoming events and the 
Spring and Fall Reunions each month when the Worshipful Master calls for announcements or other 
“Good of the Order”. More specifically, the SR Rep should:

1. Explain to the Senior Warden as he plans for his year in the East that Alexandria Valley has a 
speakers’ bureau that can provide programs on Freemasonry during the year.

2. Ask the Senior Warden if he will have a Scottish Rite program during his year as Worshipful Master, 
when a member of the Valley can come and make a presentation on Scottish Rite.  

3. Funnel all requests for programs to the Chairman of the Valley Member Outreach Committee so that 
speakers are assigned to come to the Lodge at the invitation of the Worshipful Master to provide a 
Masonic education program or a presentation on the Scottish Rite.  

4. Recruit candidates for the Spring and Fall Reunion Class. 

5. In addition to attending meetings of the Valley and the Executive Council, read the monthly “Notes for 
the SR Reps", and our Scottish Rite Bulletin which is mailed to you and available on our website.  This 
will provide information to bring to the Lodge about upcoming events at the Scottish Rite.  

6. Be sure to say a few words about the Alexandria Scottish Rite at each stated meeting of the Lodge.  

Presenter
Presentation Notes
Unlike the previous Signer and Mentor positions, our Scottish Rite Representatives to the Symbolic Lodges are selected and appointed specifically for their ability to, and with the expectation that they will be active members of their Lodge, providing information on Valley activities and on how to become a Scottish Rite member.By announcing Scottish Rite events and activities to those Valley Brethren present in Lodge, he also makes his non-Scottish Rite Lodge Brothers aware of the many reasons they should want to become Scottish Rite members.  In addition to providing information, the Representative also coordinates with the Worshipful Master to assist with the Valley Speakers’ Bureau offerings, the Blue Lodge Night event for the area’s Symbolic Lodges, and other open activities such as the annual picnic or special programs. Each Scottish Rite Representative has a copy of his job description and is supported by the Valley with monthly communications specifically designed to ensure he has the most current information to pass on to his Lodge.



Questions?

Presenter
Presentation Notes
Questions?For more detailed review, the complete documents are on our Valley’s website ASRVA.org, or you may request a copy of this presentation by emailing me at norm.hoff@verizon.net  
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