
 

 

 

 

 

 

 

 

 

PARISH SECRETARY JOB DESCRIPTION 
 

I.  DESCRIPTION:   
This is the job description for the position of Parish Secretary for the Catholic 

Churches of Holy Name of Jesus, North Bay & St. Alphonsus Liguori, Callander. 

 

II. PERSONAL QUALIFICATIONS:  

1.  Be a person who is driven by the Catholic faith and willing to fulfill the 

vision and mission of the Parish.  

2.  Enjoys working with people, is pleasant and welcoming.   

3.  Have an ability to work as a team with parish staff members, ministry 

leaders, and volunteers.  

4.  Understands the importance of confidentiality in all matters, including 

church records and conversations.  

5.  Great verbal and written communication skills. 

 

III. PROFESSIONAL QUALIFICATIONS:  

1.  Have good computer and typing skills. Have knowledge of Microsoft 

Office applications – Word, Excel, PowerPoint, Publisher, and Outlook. 

Knowledge of social media use, updating parish website, etc.  

2.  Have minimum of a post-secondary diploma.  

3.  Excellent organizational and filing skills.  

4.  Secretarial experience. Accounting experience preferred.  

5.  General bookkeeping duties such as: accounts receivable, accounts payable  

and using parish software.  

6.  Attention to detail and accurate data entry skills.  

 

IV. SUPERVISION:  

1.  The Parish Secretary is accountable to the Pastor.  

2.  Police Check is required along with three references.  

3. Training will be provided. 

 

 

 

 

Office: 895 Memorial Drive, North Bay, Ontario, P1A 1X9 

Phone: 705-495-1501       Fax: 705-495-3079 

Email: holynamestalphonsus@ssmd.ca 

www.holynamestalphonsus.com 
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V. SALARY AND BENEFITS:  

Salary commensurate with experience.  The salary offered will be established in 

keeping with the social teachings of the Church with regard to just compensation.  

Benefits available and extended benefits are an option.  

 

VI. EMPLOYMENT AGREEMENT:  

Employment is offered on a one-year renewable contract.   

 

VII. RESPONSIBILITIES:  

This list of responsibilities is not designed to cover or contain a comprehensive 

listing of all 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.  

1.  Welcomes and directs parishioners and visitors. 

2.  Provide administrative, secretarial, and office support to the Pastor 

and Parish Staff.  

3.  Answers phone calls and forwards calls accordingly, takes messages.  

4.  Respond to parish emails in a timely fashion.  

5. Maintain accurate confidential records of parishioners.  

6.  Maintain parish calendar, schedule appointments, special events, and 

meetings.  

7. Record and maintain accurate weekly donation lists. 

8.  Participate in parish staff meetings and Diocesan 

workshops/trainings.  

9.  Prepares parish bulletin, parish announcements, and other 

communications. When completed gives to Pastor for final approval.  

10.  Maintain parish memberships and sacramental records; Preparing 

Baptismal and Marriage Certificates.  

11.  Coordinates information for baptisms, funerals and weddings.  

12.  Generate routine correspondence (digital and written). 

13.  Monitor and order supplies (office, janitorial, sacramental, etc.)  

14.  Maintain a current list of volunteers to contact for different tasks  

15.  File all monthly, quarterly and annual reports. Organize and maintain 

a filing system for all important parish documentation.  

 

VIII. PERFORMANCE MANAGEMENT:  

The performance of the Parish Secretary will be assessed on a regular basis 

having regard to:  

1.  Their performance on the key responsibilities and attributes for this 

role.  

2.  Their ability to develop and maintain relationships with Parish staff 

and volunteers.  



3.  Their participation in fulfilling the vision and mission of the Parish. 

 

IX. PLACE OF WORK:  

The Parish Secretary works in the parish office located at 895 Memorial Drive, 

North Bay, Ontario. 

 

X. START DATE: 

 Ideally July 12, 2021.  Latest possible date is July 19, 2021.  
 

 

Interested applicants are asked to submit a cover letter and resume by June 25, 2021 via 

email (holynamestalphonsus@ssmd.ca).  The successful applicant will be required to 

provide references, a police record check and comply with the requirements of the 

Diocesan Screening Initiative. 

 

For more information please call 705-495-1501 or visit www.holynamestalphonsus.com. 

 

We thank all applicants for their interest. However, only those selected for an interview 

will be contacted. 
 

 

 

 


