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(Sample)  Parish 

Position Description 

 

 

Job Title:  FLSA Status:  

 

Department:  Hours /Week:  

 

Reports to:   Date (Revised or) Established:  

 
 
Primary Purpose:  List the reason for the position in very broad terms – why does the parish or school need this 

position?  This is not the place to list specific tasks. 

 
 
Essential Functions:  Do not change this heading!  An ADA Audit is looking for this wording on job descriptions! 

1. (list most important task(s) first and then list next most important, etc.  Final clause should be the next one, 

noted here as #2 – other duties as assigned….) 

 

2. Perform other related duties as assigned – special projects related to the operations of the Diocese, 

balancing of department’s workload, or assisting in the absense of other employees. 

 

 

 

Collaborative Relationships: Interacts extensively with the following positions: 

• Parishioners & Volunteers 

• Parents 

• Parish & School Staff 

 

 

 

 

Supervisory Responsibilities:  only include this section if the person will supervise other paid staff 

Responsible for the assignment of work and delegation of responsibilities to other employees.  Authorized 

to interview, hire and fire employees; establish standards and evaluate employee performance; and initiate 

disciplinary procedures. 

 Positions Supervised: 

  Title    Number of Employees 

  Secretary II          1 

 

 

Knowledge, Skills, Experience Required or Preferred: 

____ year degree in     or equivalent work experience in a related field.   

(If looking for an accountant, for example, then the type of background or previous experience needed, suche as:) 

Accounting skills including background in GL, AP, AR and financial statements are essential.  Strong 

working knowledge of Quickbooks software preferred, office equipment and office operations including 

hands-on computer skills utilizing database and spreadsheet functions required.   

 

Must be able to handle confidential information appropriately, be well-organized with good eye for detail, 

and be able to perform responsibilities effectively under somewhat stressful situations.  Must be proficient 

in Microsoft Office Software and possess excellent communication skills, including the ability to deal 

tactfully with the public and to handleprojects and organize multiple tasks.   

 

Who are the main people with whom this 

person will interact?  Think of them as the 

people that will help this person be 

successful in his/her role. 
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Physical and Cognitive Requirements:  Again, ADA language – this section needs to reflect the major physical 

demands of the job – if the applicant or employee cannot perform these tasks, he/she cannot do this job.  If he/she 

can perform the work with “reasonable accomodation” they could be hired. 

Sedentary work - involves sitting most of the time, walking and standing are required occasionally.  There 

are no exposures to adverse environmental conditions.  Clerical duties require working at distances close to 

the eyes; work deals with preparing and analyzing data and figures, use of computer terminals, extensive 

reading and visual interpretation.  Duties require following written, oral or diagrammatic instructions 

involving several concrete variables. 

 

------------  OR  -------------- 

Sedentary work - involves sitting most of the time, walking and standing are required occasionally.  Duties 

require extensive travel including evening and weekend meetings.  Although work is performed primarily 

under inside environmental conditions, the required travel may result in temporary exposure to outside 

environmental conditions.  Regular driving and valid driver’s license are required.  Excellent listening and 

communication abilities needed.  Duties require a wide range of intellectual and practical problem solving 

skills and comprehension of complex concepts.  

 

------------  OR  -------------- 

Medium work - exerting up to 50 lbs. of force occasionally and up to 10 lbs. of force constantly to move 

objects.  Duties require solving practical problems using a variety of variables with limited standardization; 

must interpret instructions.  A valid driver's license is required. 

 

Works in both inside and outside environmental conditions, with some exposure to atmospheric conditions 

- fumes, odors, dusts, mists, etc..  Requires working in proximity to moving parts, electrical current and 

chemicals.  Weather conditions may necessitate occasional overtime hours. 

 

 

 

Please include this paragraph!  Go over the job description with your new hire and both of you sign it.  Keep a copy 

in the personnel file for this employee.  Verifies that he/she understands her job & this is the main criteria for 

his/her performance evaluation. 

The above statements are intended to describe the general nature and level of work being performed by 

the person assigned to this position.  They are not intended to be an exhaustive list of all responsibilities, 

duties, and skills required in the position described and may be supplemented or amended as necessary.  I 

have read and understand these job duties and my supervisor has reviewed these requirements with me. 

 

Reviewed with:          Date:      

     (Employee) 

 

Reviewed by:             Date:      

     (Supervisor) 


