
 

POSITION TITLE: Office Administrative Assistant     

STATUS:   Full-time Hourly Non-Exempt 
REPORTS TO:  Business Manager    

EFFECTIVE DATE: February 1, 2023  

 
POSITION SUMMARY 

The administrative assistant projects the parish's vision and goals through interaction with the 
pastor, visitors, parishioners, colleagues, and supervisors.  They must relate appropriately to 
parishioners and guests of the parish, seeking to further connect them to the parish community 
while showing respect and compassion.  The administrative assistant assists the pastor, business 
manager, and other staff members with administrative support. 
  
ESSENTIAL DUTIES AND RESPONSIBILITIES 

 Screen calls, answer questions, and forward messages in a timely manner, solving problems 
within the scope of authority and responsibility.  Contacts frequently involve confidential/ 
sensitive matters necessitating discretion. 

 Greets and receives visitors, encounter each person as Jesus Christ and walking with them 
along the way.  Assists in answering inquiries, forwarding prayer requests, receiving fees 
and directing parishioners. 

 Receives and distributes incoming mail assures outgoing mail goes to the post office. 

 The administrative assistant assists the pastor, business manager, and other staff members 
with administrative support. 

 Types correspondences and other documents, proofreads, edits, duplicates, and distributes 
materials as necessary. 

 Maintains accurate parish roster and mailing list via Parishsoft ConnectNow. 

 Maintains office supplies. 

 Maintains accurate sacramental records, notifications, and certificates. 

 Records and Maintains Mass Intentions. 

 Performs other related duties as assigned by supervisor. 
 
WORK SCHEDULE 
The work week is during regularly posted office hours, typically from 9am – 4:30pm (Monday-
Friday).  A typical work week is 40 hours.   
 
EDUCATION LEVEL REQUIREMENTS 
High school degree required, college degree preferred. 
 
JOB SPECIFIC REQUIREMENTS 

 Active member of the Roman Catholic Church 

 Two years of experience in an office setting performing administrative duties. 

 Must be able to multi-task, prioritize work, resolve complex problems and take initiative. 

 Must demonstrate a high level of attention to detail, quality, and accuracy. 

 Must be able to effectively communicate in both oral and written formats. 

 Demonstrate effective listening skills, ability to understand and respect others, influence 



and persuade others, and give/receive constructive feedback. 

 Ability to work independently and collaboratively with staff members and volunteers. 

 Must have intermediate/high level of computer skills, the ability to use other equipment 
associated with a general office environment, and the ability to use word-processing, 
spreadsheet, database, e-mail, and presentation software 

 Ability to define problems, collect data, establish facts, and draw valid conclusions. 

 Must display effective follow-through, time management, and organization. 

 Must maintain the confidentiality of work related information and materials. 

 Must maintain professional behavior, hygiene, and appearance. 

 Must successfully pass BCI/FBI background check prior to employment and every 5 years. 
 
PHYSICAL DEMANDS 
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 may be made to enable individuals with disabilities to perform the essential 
functions.  While performing the duties of this Job, the employee is regularly required to sit; use 
hands to handle or feel, and talk or hear. The employee is frequently required to reach with hands 
and arms. The employee is occasionally required to stand; walk and stoop, kneel, crouch, or crawl. 
The employee must frequently lift and/or move up to 10 pounds and occasionally lift and/or move 
up to 25 pounds. Specific vision abilities required by this job include close vision, distance vision, 
peripheral vision, depth perception and ability to adjust focus. 
 
 
 
 
 

 


