
St. Michael Catholic Church, Levelland, TX 
Position Information 
 
Opening Date: November 12, 2022 
Closing Date: Open until filled 
Job Title: Administrative Assistant 
Employment Status: Full-Time 
 
Summary: The primary function of this position is to assist the Pastor in the administration of Parish 
operations.  
 
Essential Duties and Responsibilities: 

1. Provides exceptional customer service by phone, email and in person 
2. Serves as the primary contact with the CPA to formulate/update monthly Financial Reports 
3. Processes invoices for payment and requests checks from the CPA 
4. Codes monetary transactions and enters transactions into online accounting system with the 

Catholic Diocese of Lubbock 
5. Prepares reports for Finance Council meetings 
6. Maintains contribution records in computer/software database and prepares end-of-year 

contribution reports for parishioners 
7. Inventories and orders supplies for the Church and Parish Office 
8. Assists with payroll and oversees staff vacation/sick time 
9. Serves as the primary contact for repairs/maintenance 
10. Handles contracted/leased equipment and computer software 
11. Processes facility rentals 
12. Serves as a primary contact with the Diocese of Lubbock administrative offices 
13. Prepares and Records Sacramental Certificates, including Baptismal Certificates 
14. Prepares weekly Church Bulletin 
15. Other duties as assigned by the Pastor 

 
Qualifications 

- Must have knowledge of accounting principles and experience with handling financial 
transactions. 

- Knowledge of QuickBooks or Shelby systems or related accounting software is desired.  
- Bilingual (English and Spanish) preferred. 
- Must have a professional demeanor, an attitude to serve, outstanding organizational skills, 

ability to work under a deadline, and a willingness to work under management. 
- Must possess proficient computer skills including knowledge of current Apple Mac Operating 

Systems and Microsoft Office Suite, particularly Microsoft Word and Excel, and Google Calendar. 
 
Education/Experience: High school diploma or equivalent is required; associate degree in business, 
office administration or accounting preferred. Previous experience in office administration is highly 
desirable. 
 
Work Schedule: Job duties and responsibilities on occasion require working evening or weekend hours. 
 


