JOB DESCRIPTION FOR PARISH ADMINISTRATIVE ASSISTANT
Our Lady of Mount Carmel Church

Sacramental Records:



Maintain Sacramental Books – kept in parish safe


Type Certificates for Sacraments


Complete baptismal certificates as requested for marriages

Schedules:


Prepare Money Counter Schedules every 2 months


Prepare Ministry Schedules every 2 months – for Lectors, Eucharistic Ministers,



 Ushers, Greeters, Gift Bearers, and Servers

Prepare Sunday Mass Attendance sheet for the sacristy every 2 months

Weekly Sunday Bulletin:


Bulletin is done by St. Ignatius  Office Administrator – Diocesan prints bulletin (also 



solicits advertisers)


Gather information for the weekly bulletin:


Mass Intentions



Any items for calendar



Server schedule (do not put money counters)



Offetory information



Any upcoming events



First Sunday of every month – include On-line giving amount for the prior month.  

Send info to SI Administrator no later than Monday at noon – dates may vary around the 



holidays/vacations

Sunday Prayer of the Faithful:


Compose and type Prayer of the Faithful weekly – include Mass intentions for that week.
Mass Intentions:


Track Mass Intentions requested in book


Make sure Mass Intentions are fulfilled on the dates requested


At end of fiscal year – transfer Mass intentions money out of savings into checking 



account.  Leave amount in savings for any Masses already scheduled for new 



fiscal year.

Weekly contributions:


Enter parishioner’s weekly contributions into Connect Now-Family Suite.  Do after 


deposit is made to ensure it’s correct.
Online Giving Contributions:


Enter online contributions at the beginning of the month into Connect Now-Family Suite 

                          from the previous month
Parish Calendar:


Attend a calendar meeting in April/May with staff from St. Ignatius

Keep parish calendar up to date with parish meetings, special events, and sacraments


Work with committees to coordinate all parish events on the calendar

Schedule Priests:


Schedule substitute priests for any masses that the resident pastor is unable to attend
Helping Hands:
Our parish helps at Helping Hands in the months where there are 5 Wednesdays – 

we help on the 5th Wednesday.  Be sure that is announced in bulletin and a sign up sheet is on the bulletin board.
Bulletin Board:
Keep Bulletin Board in commons current.  Prepare any sign up sheets, such as 

Helping Hands, help needed for fundraisers, Dinner attendance, etc.
Mail:


Pick up mail at mailbox and sort 
Parishioners’ Data:


Keep parishioner data up to date in Connect Now-Family Suite

Register New Parishioners and enter into Connect Now-Family Suite
Funerals:


Pastor or Office Administrator meets with family
Help pastor in whatever he needs for the funeral-if the family doesn’t have servers, 

lectors, gift bearers or Eucharistic ministers-contact parishioners to help

Find someone to do the music if our Music Director or Music Director at St. Ignatius 


cannot help

Inquire if the family wants to use our hall for a luncheon after the funeral.  If they are not 

 

going to have it catered order meat, cheeses and breads from Jack’s and contact 
our funeral committee and call representatives to contact our parishioners for 
foods/sides donations to be brought in. Go to GFS and pick up items to help cover the food for the funeral.


Contact Knights of Columbus to set up hall
Maintenance:


Contact our maintenance committee regarding any maintenance needs


Be a liaison between maintenance committee and the pastor regarding maintenance if  

           

necessary

Schedule appointments such as boiler/fire inspections, water testing, etc.

Assistance Fund:

Notify pastor and committee if a request is made.  Write checks and enter in check registry. Never give money directly to the family unless approved by pastor. 
Sunday Collection:


Sunday collection is to be taken to the Croghan Colonial Bank on Monday/Tuesday

Any other money brought in during the week also is deposited on Monday
Finance Council Meetings:


Prepare reports and send to Finance Council Committee members the Thursday before 

the meeting to give them time to review.
Secretarial Duties to Pastor:


Complete any mailings, correspondence, ordering items, etc. as the Pastor requests.

Supplies:
Order or pick up supplies (ie, toilet paper, paper towels, soap for dispensers, garbage    

         
bags, hosts, wine, candles (7-day and votive), stamps, office paper
Quickbooks:


Write checks as needed to have pastor sign

Enter all interest for the savings and LCC-you will get on a statement from the Diocese


Reconcile account
Virtus:


Maintain all employees and religious ed volunteers

Coordinate Special Events:


Schedule Walleye and MudHens Family and Fun Night-put up sign up sheets


Annual Chicken Dinner (Bonofest)


Burrito Sale 

Euchre Tournament

Rummage Sale


Baby Bottle Campaign for Heartbeat of Ottawa County

Graduate Sunday-Blessing of graduates


Hot Dog/Ice Cream Social


Fall Fest


New Parishioners Breakfast 

All Souls Day
MONTHLY DUTIES:
January:


Upon request Prepare Contribution Statements for the contributing family – through 

                      
Connect Now-Family Suite.

Prepare order sheet for Burrito Sale which is held on Super Bowl Sunday.  Get envelope  

ready with start up cash., and put up sign up sheet for volunteers to help make.

Order palms and ashes (if needed) for Lent

March:  
    
Prepare budget for Finance Council for next fiscal year.


Rummage Sale is held this month (usually last Fri/Sat of month)              
April:    
Once budget is approved through the Finance Council Committee enter it into    

          

Quickbooks before deadline (May 1st)
May:

Attend a calendar meeting.
-Schedule with the pastor a Mass to honor our graduates in June. Send out letters 

to those graduating from high school/college to invite them to the Mass for a blessing.

-Schedule Hot Dog/Ice Cream Social held in July.



-Schedule Fall Fest-held sometime in late September or October.



-Schedule Parishioners Breakfast-?? Not well attended maybe quit having it

-Schedule with pastor a Sunday Mass in November to remember our deceased




Parishioners/Family Members from the past year



- Baby Bottle Campaign for Heartbeat of Ottawa County-goes until Father’s Day
June:
Prepare for year end: count candle money, move mass intentions money to savings, pay       

                        tuition assistance to Cardinal Stritch etc., pay Diocesan Special Collections,


July:

Chairperson of the Chicken Dinner makes a graph to place on the bulletin board showing   

            progress in Pre-Festival donations


Prepare chicken dinner tickets to be distributed and sold
Submit the year end report to the Diocese before deadline.

Sometime in the middle of the month:

Get permission from the City of Oregon to put up our Chicken Dinner signs at various 

locations within city limits
Include envelopes in church bulletins for Pre-Drive donations 

Prepare schedules for chicken dinner workers and put them on the bulletin board along 

with envelopes for pie donations
Print/cut on “Do Not Copy” paper the dinner tickets for pre-sale-chairman takes care of 
dropping off and picking up

August:

Send out a letter to the religious education families to register for the fall classes.

Included in the letter is a letter from St. Ignatius Pastoral Assoc. 


Order the dumpster for the Chicken Dinner

September:


Prepare for first finance council meeting-run reports
October:

Prepare final yearend report for parishioners and put the results of the chicken dinner on 

the back side.  Insert a copy of this report in each bulletin
Send each family of the deceased parishioner (from prior year) a letter asking them to 
     RSVP as to who will be at the Mass to light a candle for their deceased family 
      Member as their name is read

Order Lector booklets


Order Advent books and Lenten booklets for parishioners

November:

All Souls Day-pick a Sunday (usually scheduled around All Saints Day) to have a special 

            mass for our deceased members or family members of our parishioners within the 

            last year-send out a letter to those families that are listed in the sacrament book


Prepare a sign up sheet for the annual Thanksgiving Dinner which is held the Thursday



before Thanksgiving in the church hall.


Gather names of needy families (if any) for our annual Advent Giving Tree.  Recently we 
                        have helped 2 residents of Luther Home of Mercy, as well as donated items



to Helping Hands and Heartbeat of Ottawa County.


Put the Advent Tree up with ornaments on it before the First Sunday of Advent.

December:


Contact Heartbeat of Ottawa County to come and pick up items collected for the Advent 

tree


Deliver Luther Home of Mercy residents gifts we collected 
            Get volunteer to take items to Helping Hands

PARISH CALENDAR

Pastoral Council:
Meets Saturdays every other month at 8:30am (Sept, Nov, Jan and April) – alternate locations between OLMC and SI
Finance Council:
Meets 2nd Monday of month at 5:30pm (Sept, Nov, Jan, and April)

Doughnuts & Coffee:
Third Sunday of the month after Mass-order donuts from Don’s Donuts, 

pick up milk and juice

Thanksgiving Dinner:
Thursday before Thanksgiving at 6:00 pm

Soup Suppers:

Thursdays of Lent at 6:00 pm with Stations of the Cross at 7:00 pm

Fundraisers:


Bonofest Chicken Dinner – Sunday of Labor Day weekend


Burrito Sale – Weekend of Super Bowl


Rummage Sale – Late March or early April-check with committee for date
WEEKLY DUTIES

Post Weekly Envelope Contributions

Check votive candles and replace

Take deposit to the bank

Bulletin
Petitions

Announcements

MONTHLY DUTIES

Payroll – 15th and 30th /31st 
Reconcile Quickbooks-Pastor needs to review and initial, also need to have someone from 
   

Finance Council review the report and initial
Run reports and post Online Giving contributions from previous month

