
 

 

ST. MARY’S CATHOLIC CHURCH 
JOB DESCRIPTION – ADMINISTRATIVE ASSISTANT 

UPDATED MAY 2022 
 
SUMMARY: 
Direct daily operations of the front office; maintain parishioner database; manage, update and maintain the church 
calendar; manage and administer the parish website; facilitate scheduling and processing of sacraments; provide 
parish-wide communications; provide administrative support to Pastor, Deacons and staff.  
 
WORKING RELATIONSHIPS: 
The Administrative Assistant is responsible to the Pastor, but works under the direction of the Business Manager 
and in support of other church staff members and Deacons.  
 
RESPONSIBILITIES AND TASKS: 
 Provide assistances to parishioners and community members who visit, email, or call the office 
 Design, print, and coordinate announcements for weekly church bulletin 
 Manage incoming and outgoing mail and parcels 
 Open/close office during regular hours 
 Administer St. Mary’s food pantry (Caring Closet) 
 Process deposit and reimbursement requests from parishioners 
 Process requests for sacramental records and parish letters 
 Attend staff meetings, take notes, and distribute action items 
 Clerical work as needed (copying, typing, filing, letter writing, copier support, etc.) 
 Maintain inventory and order supplies for the office 
 Provide administrative support for Pastor, Pastor, Deacons and staff.  
 Process, print, and distribute Pastor’s homily 
 Schedule parish events, meetings, and facilities rentals via the church calendar 
 Add, update, and delete parishioner registration information in Diocesan database  
 Process paperwork and schedule Baptisms and Weddings 
 Create sacramental certificates for Baptisms, Weddings, Confirmations, and First Communions 
 Update and maintain parish website 
 Use social media to communicate with parishioners and community members 
 Write weekly parish-wide emails to share upcoming events and schedule 
 Process and schedule Mass intentions 
 Provide IT support to office staff as needed 
 Assist the Director of Formation with scheduling and organizing Baptismal preparation classes 
 Assist the Director of Liturgy with publishing and distributing worship aids 
 Assist Business Manager and ministry leaders to coordinate events and facility rentals 
 
PHYSICAL DEMANDS/ENVIRONMENT: 
Position requires prolonged sitting; standing; bending; occasional lifting, etc. 
 
PERFORMANCE APPRAISAL: 
The Business Manager will evaluate the performance of the Administrative Assistant in the presence of the 
Pastor, based on the job description and conversations with whom the Administrative Assistant works. 
 
WORKING CONDITIONS:  
The normal work week will consist of 40 hours. This position is non-exempt.  Access to an office, office 
equipment and supplies will be provided. Continuing Education and Formation opportunities provided each year.  
 
QUALIFICATIONS - KNOWLEDGE, SKILLS AND ABILITIES: 

 Must demonstrate a high level of confidentiality; must handle confidential items with discretion  
 Ability to multi-task and handle interruptions 



 

 

 Clerical and administrative experience, with attention to proof-reading and editing skills 
 Mastery of the Microsoft Office suite, including Word, Excel, and Publisher 
 Strong social media experience and internet communication proficiency 
 Good oral and written communication competency 
 Excellent interpersonal skills 
 Ability to work as part of a team, communicate ideas professionally 
 Work independently and keep business manager appraised of projects 
 Self-starter with willingness to seek out training opportunities 

 
SALARY AND BENEFITS: 
The employer will provide the following personal and professional benefits: 

Salary will be based on Diocesan Salary Schedule    
Benefits will be provided according to Diocesan Employee Personnel Policies. 

 
Accepted _______  Date_________ 


