Receptionist
Reports To: Director of Operations	FLSA Status: Non-Exempt
Prepared Date: 7/29/2026

Summary: Provides office support by greeting visitors, answering phones and maintaining files and confidential information.

Essential Duties:
1. Greets visitors to the parish office and assists them with their needs. Answers phones, takes messages and provides information.
2. Enters and preserves confidential parishioner information in various databases. Creates parish census and mailing lists.
3. Assists, as needed, the office of Religious Education and Youth Ministry.  Time allotted for this duty may vary based on the time of year.
4. Opens bulletin box when received and distributes to various places in the building.
5. Oversees volunteer tellers, instructs and trains on methods and procedures.
6. Ensures that all positions are filled for the weekend masses.
7. Maintains office supplies inventory and provides items to order to the Administrative Assistant-Pastor.  Puts away supplies when they are received.
8. Mails bulletins to the homebound each week.
9. Ensures mass intentions are distributed where needed in the church each week.
Other Duties
Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at any time with or without notice.

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 accommodation may be made to enable individuals with disabilities to perform the essential functions.

Education/Experience:
· A high school diploma or equivalent is required with at least 2 years related experience.
· Proficient with Microsoft Office applications.
· Strong organizational skills.
· Strong verbal and written communication skills.
· Strong organizational, verbal and written communication skills.
· Possess respect for and ability to uphold Catholic Church teaching.
· Able to honor & maintain confidentiality.
· Able to pass and maintain Diocesan child safety protocols.
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Physical Demands: The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodation may be made to enable individuals with disabilities to perform the essential functions.

· Able to move about the work environment
· While performing this job, the employee is regularly required to talk or hear.
· Specific vision abilities required by this job include close vision and ability to adjust focus.
· Visual acuity to see computer screen.
· Able to occasionally lift and/or move up to 30 pounds.
· Able to lift files, open filing cabinets, and bend or stand on a stool if necessary.
Work Environment: The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodation may be made to enable individuals with disabilities to perform the essential functions.

· This job operates in an office environment. This role routinely uses standard office equipment such as computers, photocopiers, and smartphones.
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