Parish Office Assistant 
Divine Mercy Parish is seeking a Part-Time Administrative Assistant that projects the parish’s vision and goals through interactions with the pastor, visitors, parishioners and colleagues.  The administrative assistant serves as a welcoming face of our parish and provides essential administrative and clerical support to the pastor, business manager, and other staff. It is essential that the person for this position is very detail-oriented and possesses strong organizational and communication skills. Applicants must be proficient in computer skills specifically using Microsoft Office products, including Word, Excel, PowerPoint, and Outlook. 
Applicants must successfully pass the required BCI/FBI background checks and all requirements of the Diocesan Program for Child and Youth Protection prior to employment and maintain a satisfactory background check throughout employment.
For more information or to apply, interested candidates can submit a resume to Dianne Jones, djones@dmcparish.com or 419-399-2576.



