
ADMINISTRATIVE ASSISTANT JOB DESCRIPTION 
 
Grade: 10 FLSA Status: Non-Exempt 
 
NATURE OF POSITION 
Responsible for the daily operation of the front office, including clerical work and administrative and 
business tasks. 
 
REPORTING FUNCTION 
Reports directly to the Parish Business Manager. 
 
JOB DESCRIPTION 
Duties may include any or all of the following: 
 
 Greeting visitors, answering the telephone and responding to general questions. 
 Always be courteous when communicating with Diocesan offices, vendors and parishioners. 
 Assist with preparing Mass cards and recording information in the Mass Intention Register. 
 Assist with sacramental registries, preparing sacramental certificates and update of parish records. 
 Scheduling the use of parish facilities, adhering to deadlines based on the parish calendar, and keep 

staff informed of upcoming events. 
 Maintaining filing system and ordering and maintaining office and religious supplies and materials. 
 Opening and routing incoming mail, prepare outgoing mail and bulk mailings if needed. 
 Typing all office correspondence, reports, minutes, etc. which includes assisting Religious Education. 
 Assist Communications Coordinator with newsletter, bulletin, etc. as needed (may be required to 

learn basic graphics). 
 Faxing, photocopying and scheduling outside printing requirements. 
 Other related tasks as assigned. 
 
POSITION ANALYSIS 
This position requires a mature, detail-oriented individual with above average keyboard skills, excellent 
organizational and interpersonal skills with the ability to understand and follow instructions, as well as 
work independently.  Trustworthiness, reliability, willingness to maintain confidentiality and the ability 
to complete routine and delegated assignments in a timely manner are essential. 
 
The person should possess an overall knowledge of general office procedures, familiarity with office 
equipment (computer, typewriter, copier, fax machine, adding machine) and excellent spelling and 
grammatical skills.  The person should be proficient in Microsoft applications, most especially Word, 
Outlook and Excel.  As a visible representative of the parish this person will need to put the interests of 
the parish first in all actions and communication with others.  Cordial and effective communication with 
priests, parishioners, vendors, committee members, officers of church councils and Diocesan office 
personnel is an ongoing necessity.  The position may include some physicality, the ability to move 
throughout the building, as well as bending, climbing stairs and lifting (at least 50 lbs.). 
 
EDUCATIONAL/WORK EXPERIENCE REQUIREMENTS 
High school diploma, preferably with business curriculum.  Associate degree in office administration 
helpful, but not required.  Two to three years related work experience. 


