












Holy Trinity Catholic Church
Job Description

Title:  Administrative Assistant

Position Description:

Assists with the administration of the parish by performing various secretarial duties and serving as a receptionist.  Manages and publishes parish’s online presence and print media, serving as the communication point person.  Assists other staff in coordinating parish activities and outreach.

Qualifications:

Knowledge and Abilities:

· Proficient computer, Internet and Social Media skills and knowledge of computer programs, including Microsoft® Windows, Microsoft® Office, Microsoft® Publisher, Parish Data Systems™ Software, or equivalent programs.
· Transcription, photocopying, faxing and filing skills.
· Good decision making skills and the ability to cope with stress.
· Excellent interpersonal and written communication skills.
· Ability to work well with other parish personnel, diocesan personnel and the public.
· Ability to work independently with minimal supervision.

Degrees, Licenses and Certifications:

· High school diploma or equivalent.
· Post-secondary training in secretarial sciences and computers, helpful.

Experience:

· Preferred experience in secretarial tasks and social media.

Religious:

· Fully initiated, practicing Catholic free from any canonical penalties and of proven faith, good morals and good reputation.

Reporting to:  Office Manager

Supervising:  Occasionally, volunteers.



Key Responsibility Areas (KRA’s):

KRA 1:  In collaboration with Office Manager, serve as a receptionist/secretary.

· Greet and welcome visitors, address walk-in inquiries, and accept deliveries.
· Answer incoming phone calls directing them to the proper party or to voice mail.
· Take messages when requested.
· Provide assistance or refer requests for assistance to the Pastor or the appropriate local agencies.
· Perform secretarial duties including typing, transcription, photocopying, faxing, filing and record keeping.
· Update and maintain parish census and contribution information including information for envelope company. Register new parishioners and send welcome materials. Send updates to the Diocese monthly.
· Maintain telephone switchboard equipment updating employee list and speed-dialing directory.
· Maintain and update parish sacramental records.
· Schedule Mass intentions and collect payment.
· Schedule use of parish facilities.
· Create and update parish’s Master Calendar of events.

KRA 2:  Manage and publish parish’s online presence and print media, including, but not limited to the parish webpage, social media accounts, weekly slide show, and weekly bulletin.

· Maintain website information to keep current.
· Create Facebook and Instagram posts for events.
· Create and publish the weekly slide show for the vestibule of the Church.
· Create, publish and distribute weekly bulletin.

KRA 3:  Ensures the church is ready for Sunday and Holy Day Masses.

· Load new slideshow, update bulletin boards, set out bulletins, envelopes,  Magnifi-kids and other materials and tidy up tables in vestibule. Restock Prayer Request forms.
· Put copies of Mass Intentions on ambo and in sacristy, post copy of weekly and monthly ministry schedules and monthly Priest Schedule on bulletin board in sacristy. Put printed Prayers of the Faithful and money bags in sacristy.

KRA 4:  Assist other staff members and coordinate some parish outreach.

· Assist Office Manager with tasks including exporting Online Giving Reports semimonthly, reconcile reports and file.
· Assist Director of Music and Liturgy in scheduling ministers using the Ministry Scheduler online program, aid parishioners in using the program. Print weekly schedule to post in Sacristy.
· Email Deacons the monthly Mass Intention schedule.
· Order the donuts for Coffee & Donut Sundays.
· Oversee and coordinate the College & Military Connection program.

KRA 5:  Additional responsibilities and ongoing formation and well-being.

· Participate in continuing education as provided or approved.
· Attend parish staff meetings and as requested, additional meetings.
· Perform related duties, responsibilities and extra projects as assigned.

Appointment and Term:
This position is “at will,” meaning the employee can be dismissed at any time with or without any statement of cause or reason for dismissal.  Appointed and removed at will by the Pastor at his sole discretion.

Payroll Status:  Non-exempt.  Standard Employee averaging 32 hours per week.

Evaluation:  Annual evaluation by the Office Manager, which does not change the at will nature of this employment.
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