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POSITION DESCRIPTION – PARISH SECRETARY/Administrative Asst. 

I.	IDENTIFYING INFORMATION

	Status:
	X
	Full-Time
	
	Part-Time

	
	X
	12 Month
	
	10 Month

	
	
	Exempt
	X
	Non-Exempt

	
	
	
	
	

	Reports To:
	Business Manager



II.	ESSENTIAL FUNCTION OF THIS POSITION

The parish secretary/administrative assistant is responsible for welcoming all who come into or telephone the parish office and provides administrative, customer service to Priests, parishioners, parish and diocese staff, vendors and members of the public. 

III.	POSITION CONTENT
A. Major Position Responsibilities:
1. Provide a welcoming, professional demeanor via answering the phone and greeting visitors in person. 
2. Maintain utmost confidentiality regarding Priests and parishioners spiritual, personal, and financial concerns, parish and diocesan records, in conversations, correspondence, mail handling and meetings.  becoming highly functional in the ParishSOFT database.
3. Perform administrative duties for the pastor, parishioners, staff, and others to include taking messages, scheduling meetings, printing, filing, ordering supplies, assisting with ParishSoft applications, creating documents, emailing, welcoming newcomers, coordinating parish volunteers, communicating clearly and often with Priest and management/staff.  
4. Operate office machines, monitor their maintenance and supplies.
5. Schedule Baptisms, both the dates and presider, prepare and register certificates.
6. Provide Council and committee support as requested. 
7. Organize, maintain Mass/Rose intentions via checks, credit cards and lastly cash. 
8. Process outgoing, check on site mailbox daily and deliver incoming mail.
9. Organize, produce and submit bulk mailings and monitor the same bulk mail permit. 

B. Other Duties - assigned.

IV.	POSITION SPECIFICATIONS/REQUIRMENTS

A.	Skills, Knowledge and/or Abilities
1. Must have ability to communicate effectively, both verbally and in writing, in English. Preference for bilingual Spanish. 
2. Must have ability to always maintain utmost confidentiality and professionalism. 

3. Must have knowledge of and skill in using Microsoft Office programs, both desktop and cloud versions. 
4. Demonstrate cordial interactions with the challenging public with ability to both problem solve and bring in your manager for assistance in support of the parish. 
5. Ability to quickly adapt/learn new computer programs and applications.
6. Must be familiar with office machines, printers, postage meter, folding machines, smart phones, scanners, 
7. Legible penmanship is preferred with the ability to work days, evenings, weekends and holidays as scheduled. 

B.	Education, Training and/or Experience
1.	Associate’s degree in a relevant field and demonstrated skill in providing customer service, problem solving and overcoming obstacles in service to others. 
2.	Requires respect of the  Catholic faith and for church teachings,  experience in an office environment. Preference for experience with ParishSoft, Planning Center  and  currently a practicing Catholic


V.	WORKING ENVIRONMENT
This position requires physical presence during office hours, with evening and or weekend work scheduled, in an office or church setting.  Continual people interruptions,  both face-to-face and over the phone in an open “front desk/reception” environment. Business casual attire during school year.  

VI.	PHYSICAL DEMANDS
Hearing and speaking to exchange information in person and on the telephone; sitting for extended periods of time, also frequently getting up and down from chair; seeing to read, prepare and proofread documents and computer screen; dexterity of hands and fingers to operate a computer keyboard and other office equipment; kneeling, bending at the waist, reaching overhead; lift and move up to 30 pounds.
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