Job Description [Parish Name]

Job Title:  Administrative Assistant				FLSA Status:	Non-Exempt (Hourly)

Reports to:  Pastor
								

I.  JOB SUMMARY

The Administrative Assistant facilitates the day-to-day operations of the daily activities of the Parish.   Perform various duties including processing of checks, miscellaneous balancing and processing duties pertinent to a batch transaction environment. This position offers the flexibility and opportunity to make use of particular gifts and talents of the individual such as computer skills, programming, and scheduling of various ministries.  The position is expected to use personal judgment in carrying out routine duties and responsibilities of the Parish.

This job description reflects management's assignment of essential job responsibilities; it does not prescribe or restrict the tasks that may be assigned.  All the duties and standards within this job description will be performed according to the established policies, procedures and guidelines.

II.	ESSENTIAL JOB RESPONSIBILITIES

1. Coordinates all aspects of the Parish Office.
2. Process weekly payroll for Parish employees; withhold payroll taxes and do related quarterly and annual tax forms.
3. Pay authorized bills for the Parish.  
4. Purchase office needs in a cost conserving method.
5. Responsible for coordinating sacristy and church readiness.
6. Provide input to Pastor with far range planning, budgeting, and program development on a regular basis.
7. Coordinates and produces weekly Parish bulletin.
8. Coordinate and schedule spiritual programs.
9. Performs customer service functions by answering parishioners’ requests and questions.
10. Schedules meetings and follow-up as needed or requested.
11. Assists Pastor with various special projects. 
12. Regular attendance and punctuality is essential for this job.

III.	OTHER POSITION RESPONSIBILITIES
1. Complies with federal, state and local safety laws.
2. Maintains a neat and safe work area.
3. Perform other duties as assigned.




IV.	 BASIC QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Required: Compliance with BCI&I background checks and completion of Protecting God's Children program prior to beginning employment; actively practicing Catholic.

	Education:	High School degree and some college courses. 

	Experience: A minimum of two years prior experience in an office setting is required;  a minimum of six months prior bookkeeping experience is required; Keyboard and computer experience required.

	Job Related Skills: An understanding of communications and the Catholic perspective; the ability to both serve and lead others; excellent reading skills and communication skills.  Must be courteous at all times; must be flexible to adapt to changing needs.

	Interpersonal Skills: The ability to work with others in a collaborative team environment.  
	
	Language skills: Ability to read and comprehend simple instructions, write short correspondence, and memos.  Ability to effectively communicate to customers, clients, and other employees of the Diocese.

	Mathematical Skills: Ability to add and subtract two digit numbers and to multiply and divide with 10's and 100's.  Ability to perform these operations using units of American money and weight measurement, volume, and distance.

	Reasoning Ability: Ability to apply common sense understanding to carry out detailed but uninvolved written or oral instructions.  Ability to deal with problems involving a few concrete variables in standardized situations.

	Working Environment: The ability to maintain all information highly confidential.


V.	PHYSICAL MENTAL REQUIREMNTS

The Physical Demands Strength Rating reflects the estimated overall strength requirement of the job.  It represents the strength requirements, which are considered to be important for average, successful work 	performance.  The strength rating is expressed by one of the following five terms.  
	
	Light Work:  Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force frequently, and/or a negligible amount of force constantly (Constantly: activity or condition exists 2/3 or more of the time) to move objects.  Physical demand requirements are in excess of those for Sedentary Work.  Even though the weight lifted may be only a negligible amount, a job should be rated Light Work (1) when it requires walking or standing to a significant degree; or (2) when it requires sitting most of the time, but entails pushing and/or pulling of arm or leg controls; and/or (3) when the job requires working at a production rate pace entailing the constant pushing and/or pulling of materials even though the weight of those materials is negligible. 



1

