
 

   Saint Joseph Catholic Church 

Position Description (PD)  
 

 

	  
1. POSITION IDENTIFICATION 

Position Title 
 

Administrative Assistant Today's Date 3/17/2014 

Name  Supervisor TBD 
 

X  Full-Time (30+ hrs.) X  Part-Time (Less Than 30 hrs.) 
 
 2. GENERAL SUMMARY 
 
The Administrative Assistant furthers the mission of Saint Joseph Parish first by serving in a ministry of hospitality – 
graciously receiving all who visit, telephone, or otherwise communicate with the parish and ensuring they feel welcome and 
appreciated. The position also furthers our mission by providing administrative support to parish staff with duties that 
include: oversight of the parish electronic calendars, database entry and export, recordkeeping, preparation of the weekly 
bulletin using Microsoft Publisher, drafting and preparation of correspondence and mailings, management of office supply 
inventory, and other general office duties as assigned. All responsibilities of the Administrative Assistant shall support the 
goals of providing a welcoming spirit of hospitality and ensuring efficient operation of the parish offices. 
 
3. DUTIES AND RESPONSIBILITIES 
Responsibility 1: Minister of Hospitality - graciously receive all who visit, telephone, or otherwise communicate 

with the parish and ensure they feel welcome and appreciated. 
 
Greet visitors to the Ackles Center, including parishioners, school families, teachers, students, volunteers, and visitors, in a 
hospitable, professional, and welcoming manner. Receive all telephone calls and respond to all electronic communication in 
a hospitable, professional, and timely manner. Respond to routine inquiries and provide assistance as necessary. Refer to 
parish/school staff members or external agencies as necessary. 

Responsibility 2: Oversee parish electronic calendars. 
 
Maintain and regularly update the parish’s internal and external Google calendars, including scheduling of meetings/events 
for staff and volunteers. Process room reservation requests in coordination with parish staff, school staff, and/or other 
relevant constituencies. Periodically audit calendar entries to ensure accuracy and consistency. Advise/train staff members 
on proper use of calendaring system when needed, in order to ensure effective usage. Create and maintain relevant 
calendaring policies and documentation not already provided by Google (i.e those specific to Saint Joseph Parish). 

Responsibility 3: Database entry and export; recordkeeping. 
 
Maintain accurate electronic parish census program, currently using ParishSoft/ConnectNow database software. Maintain 
Daily Mass Record by processing Mass intention requests, collecting and recording stipends, and maintaining Mass card 
inventory. Regularly update hospital/homebound visitation record. Maintain and update church sacramental records for 
baptisms, first communions, confirmations, weddings, and receptions into full communion, as well as for deaths. Assist with 
financial receiving/recordkeeping as requested by the Director of Business Operations. Generally maintain efficient and 
effective office record keeping systems. Prepare reports/exports from these records and databases upon request. 

Responsibility 4: Prepare the weekly bulletin. 
 
Proactively gather and assemble timely and accurate information for the weekly bulletin through several channels including 
but not limited to: analyzing parish and school calendars, reviewing previous year bulletins, reading staff meeting minutes, 
skimming relevant websites, and communicating with parish/school staff. Acquire and prepare additional weekly bulletin 
information such as daily readings, Mass intentions, ministry schedules, events calendar, and offertory reports. Using 
Microsoft Publisher, meticulously layout and edit the bulletin according to the design and content template prescribed. 
Submit in a timely manner to the Communications Director for review and final editing. Upload final drafts to publishing 
company upon request. Maintain communication with publishing company and its agents as necessary. 



Responsibility 5: Drafting and preparation of documents, correspondence, and mailings. 
 
Draft correspondence upon request of supervisor. Prepare sacramental certificates upon request, as well as letters of 
notification of marriage. Draft and send letters attesting to suitability to serve as godparent/sponsor and letters granting 
permission to celebrate a sacrament at another location. Assist staff with creation and/or preparation of high-volume 
custom publications or mailings such as worship aids, prayer resources, calendars, bulletin inserts, etc. Prepare outgoing 
mail; receive and distribute incoming mail. Assist with bulk mailings. 

Responsibility 6: Office supply inventory and general office duties. 
 
Maintain inventory of office, kitchen, and break room supplies. Order additional supplies as needed. Perform general office, 
clerical, and support duties (e.g. typing, filing, copying, etc.). Operate various office machines (copier/scanner, fax, multi-
line phone system, etc.) and coordinate any required maintenance/repair. Assist with setup and take down of Ackles Center 
activities/receptions when requested. Perform other work-related duties as assigned by supervisor or otherwise in support 
of the efficient operation of the parish offices. 
 
4. EDUCATION, TRAINING AND SKILLS 
a. Formal education essential to accomplish the position's duties and responsibilities. 
 
High school diploma required; bachelor’s degree preferred. 
 
b. Officially recognized certificates or licenses necessary for this position. 
 
Not Applicable. 
 
c. Required special knowledge, abilities or skills. 
 
Understanding of general principles of office operations and procedures. Computer literacy (Microsoft Word, Excel, 
Publisher, Gmail, Google calendar, Internet) and data entry skills. Willingness to learn new tasks and new computer 
applications as necessary. Proficiency with all basic office equipment (scanners, copiers, postage, etc.). Excellent 
communication skills (interpersonal and written). Professional and courteous telephone etiquette. Excellent organizational 
skills with ability to meet deadlines. High level of accuracy and attention to detail. Ability to work independently for hours at 
a time, but also collaborate with colleagues and great visitors. Ability to prioritize, multi-task, and work with frequent 
interruptions. Ability to maintain discretion/confidentiality. Knowledge and understanding of Catholic Church organization 
and operational procedures. 
 
5. EXPERIENCE 
Essential level of experience and type of previous experience required for this position (such as, secretarial, supervisory, 
accounting, programming, etc.). 
Experience Minimum Time Requirements 

(Indicate months or years) 
 
Secretarial and Data Entry 

 
1-2 years 
 

 
 
6. CONTACTS 
 Title of Person or Group Purpose of Contact 
 
Within 
Parish/School 
(person or group  
affiliated with 
Saint Joseph) 

 
Team/Staff 
Parishioners 
School Personnel and Students 
 

 
Follow office procedures and help when/where needed. 

 
Outside Parish 
(person or group  
not affiliated with 
Saint Joseph) 

 
Diocesan Officials 
Other parishes 
Hospitals / Care Facilities 
Funeral Homes 
Visitors 

 
Varied 
Sacramental records and other information 
Gather information for clergy visitation 
Gather information and later confirm dates, times, etc. 
Varied 



 
 
7. PROCEDURES / GUIDANCE AVAILABLE 
Check one box beside the line that best describes the guidelines or procedures used and/or available in this position. 

 Follow standard guidelines and procedures.  Refer most problems to supervisor. 

X Function independently in order to accomplish assigned projects.  Refer unusual problems to supervisor. 

 Recommend or make major policies for the Parish. 
 
8. SUPERVISION OR DIRECTION EXERCISED 
 
Not Applicable. 
 
 
9. ADDITIONAL COMMENTS BY EMPLOYEE OR SUPERVISOR 
 
Work is performed in an office setting, under continual, tight deadlines. Employee may be required to attend an occasional 
evening meeting. While performing the duties of this position, the employee is required to stand, walk, talk, reach, sit, 
finger, hear, handle, and perform repetitive motions of the hands/wrists. Lifts and moves items up to 20 pounds. Employee 
will be required to work in a setting that, at times, may result in limited contact with other staff. 
 
 
10. SIGNATURES 

 
 Signature 

 
 

 
 

 
 

 
 

 
 

Print Name   TBD  Fr. Kevin Russeau, C.S.C. 
 Employee Supervisor  Pastor 

Printed: 3/17/14 
 


