Job Title: Administrative Assistant
Status: Non-Exempt
Reports To: Pastor and Principal
Position Summary
The Administrative Assistant is a practicing Catholic in full communion with the teaching of the Church who supports the mission of the school and will provide comprehensive support for school operations. This role supports the pastor, principal, faculty, and staff in achieving the mission of the parish and school by ensuring smooth office operations, accurate records management, effective communication, and exceptional hospitality for all who engage with the parish and school. This is a full-time position aligned with the academic year (approximately 10 months), with additional days as required and may occasionally require extended hours for special events, emergencies, or seasonal tasks. This position is subject to diocesan policies regarding pay, benefits, and employment terms.

Key Responsibilities
Administrative & Office Management
· Maintain and organize physical and electronic files, including personnel, student, and sacramental records with a high level of confidentiality.
· Manage calendars and coordinate facility usage for parish, school, and outside groups.
· Coordinate event set-up for school activities, ensuring necessary supplies and equipment are arranged.
· Open and close the office daily, ensuring safety, security, and equipment shutdown.
· Order and maintain inventory for general office supplies, classroom materials, and communal supplies.
· Coordinate and fulfill teacher supply requests and textbook orders.
· Troubleshoot issues with office machinery (copiers, postage meter, etc.) and coordinate maintenance.
· Coordinate and assist with registration, field trips, substitute coverage, and back-to-school packet distribution.
· Supervise or support office volunteers, including recruiting, scheduling, and training.

School Operations & Support
· Maintain and update student databases (e.g., Rediker) and physical records per regulations.
· Coordinate annual registration, tuition records, handbook updates, and school calendar development.
· Track attendance (together with School Secretary), discipline referrals, consequences, and extracurricular eligibility reports.
· Monitor and report on detention scheduling and in-school suspensions.
· Assist Teachers in implementation of MAP testing.
· Dispense medication and support student health file reviews in conjunction with the School Secretary.
· Monitor lunchroom and dismissal procedures as needed.
· Oversee and support the hot lunch program: vendor coordination, pricing, ordering, and reporting.
· Efficiently respond to and facilitate teacher questions and classroom needs.

Finance, Payroll & Purchasing Support
· Manage petty cash expenditures and maintain accurate financial records, alongside School Secretary.
· Maintain compliance with sales tax exemption for all purchases.
· Assist with oversight of Scrip program sales, weekly/monthly reporting, and deposits.
· Assist Finance Manager with lunch pricing, inventory tracking, and ensuring expenditures are within budget.
· Purchase and stock cafeteria, extended care, and staff lounge supplies.
· Assists Finance Manager with bi-weekly payroll processing.
· Oversees staff compliance with professional and employee trainings.

Community Engagement & Special Projects
· Organize and provide administrative support for graduation and social events (faculty, parish, or school), including ordering and maintaining supplies.
· Coordinate communication for weekly announcements to parents, alumni newsletters, school support campaigns, and Box Tops contests, in coordination with School Secretary and Development Director.
· Assists (school secretary) with recordkeeping of parent volunteer hours and Safe Environment training requirements and reporting.
· Recruit, schedule, and manage volunteers for events and daily support needs.
· Offer school tours and follow up with prospective families in conjunction with the Development Director.
· Support special projects and initiatives as assigned by the pastor or principal.

Education and Experience Required:
· High school diploma required.
· Proficiency in Microsoft Office Suite, Google Workspace, and database systems.

Required Skills, Knowledge, and Characteristics:
· Practicing Catholic in full communion with the teachings of the Church.
· Excellent verbal, written, analytical and interpersonal skills.
· Exhibits professionalism, discretion, confidentiality, and good judgement.
· Strong organizational and communication skills.
· Flexibility to multitask and adapt in a busy office environment.

The position of Administrative Assistant at Blessed Sacrament Catholic School has a range of $20-$23 per hour. Benefits for this position can be found here.
