Our Lady of the Assumption Parish
Administrative Assistant II/ Receptionist
(Non-Exempt)

SUPERVISOR:  Parish Director
I.
POSITION PURPOSE

Provides administrative and logistical services to the Parish Office.  The purpose of this position is to answer telephones, greet and refer visitors and callers to the parish, schedule facilities and provide designated clerical assistance and process Accounts Payable.

II.
MAJOR JOB RESPONSIBILITIES:

A.
Completes administrative and secretarial functions for the pastor and other designated   staff.   This includes word processing, scheduling appointments, completing research, and preparing reports.  May attend various parish meetings to record meeting minutes.

B. Supervises the janitor, housekeeper and/or groundskeeper. Participates in the recruitment, hiring, training and evaluation of these employees. 

C. Assures preparation of the weekly parish bulletin. Gathers and edits the content and layout of the bulletins in a timely manner.

D. Manages all record-keeping systems for the parish.  Oversees maintenance of Sacramental records, parish census and registration and other parish filing systems.  Also maintains personnel files for all staff as requested by the pastor.

E. Maintains the parish offering system.  Updates data on a regular basis.  Posts contributions and mails contribution statements.

F. Maintains facilities and other parish calendars.  Approves scheduling of parish facilities.

G. Contributes to the parish website and social media communications.
H. Serves as a liaison and public relations representative with parishioners, volunteers, vendors and others visiting or calling the parish.

I. 
Assists those in need by providing appropriate referral sources.

H.
Maintains office supply inventory and reorders as needed.  Oversees maintenance contracts for various office machines.

J. Coordinates volunteers as needed for parish administrative projects.  

K. 
Assures that packages/mail left at the parish are forwarded to the appropriate person/place. Assures incoming and outgoing mail for the parish are handled appropriately. Receptionist opens and distributes incoming mail and ensures outgoing mail is taken to the mailbox on a daily basis.  Assists in bulk mailings.

L. Assures the parish office is properly opened in the morning and securely closed in the evening. This is accomplished by ensuring that all machines are turned off, the answering machine is on, windows and doors are closed and locked, and all appropriate lights and heat are turned off.

M. Provides assistance and information to parishioners requesting Mass requests and/or  Mass cards. 

EXPECTED QUALITIES AND QUALIFICATIONS

a. Baptized member of a Catholic parish faith community.

b. Commitment to the Mission of the parish.

c. Computer literate; able to word process at 50 wpm and maintain database systems.

d. At least 5 years successful experience managing office systems.

e. Demonstrated competence in records management.

f. Excellent oral and written communication skills.

g. Ability to recruit, supervise, motivate and support employees and volunteers.

h. Able to manage multiple responsibilities effectively.

i. Demonstrated ability to recognize and honor diversity within the parish community.

j. Able to honor and maintain confidentiality.
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