Divine Mercy Parish and The Mission of Saint Bernadette


JOB DESCRIPTION
JOB TITLE:  Secretarial – Receptionist
JOB CODE: SCAA-N
													

Exempt:  No (12-15 hours, Mon-Thurs)					     Supervisor: Kathy Yahner 

Employee Name:  
													

SUMMARY:  Performs general receptionist functions as well as clerical work related to the mission of the parish (worship, evangelization, care of those in need).

ESSENTIAL DUTIES AND RESPONSIBILITIES:  
Includes the following:  
· Oversee timely opening and closing of the office each day (lights, machines, thermostat, etc.)
· Greet and refer visitors via in person or phone calls to the appropriate ministers, services, or agencies 
· Schedule Mass offerings and provide Mass cards
· Maintain Sacramental records
· Process baptism, wedding and funeral requests as needed
· Update parish calendars (online, facilities, etc.) and oversee inventory of office supplies
· Prepare weekly liturgical aid, including the liturgical ministry scheduler
· Attend and participate in regular weekly staff meetings
· Update door locks and HVAC as needed
· Other duties as assigned by the pastor

QUALIFICATION REQUIREMENTS:  To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed above are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with qualified disabilities under the Americans with Disabilities Act to perform the essential functions of this position.

EDUCATION AND/OR EXPERIENCE: 
Requires some office and receptionist experience. High School graduate or equivalent. 

OTHER SKILLS AND ABILITIES: Active member of a Roman Catholic parish and a life consistent with the teachings of the Catholic Church. Typing and/or word processing at 40 wpm. Proficiency in Microsoft Word, Microsoft Excel, email, and text. Attention to detail, interpersonal communication skills, flexibility, ability to prioritize, and ability to maintain confidentiality; an understanding of the mission of the Catholic Church; the capacity to assist the Pastor and staff. 

Please email resumes with references to divinemercy@syrdio.org. 



Approved: 												
		Employee						Date


	      												
Supervisor						Date




Goals 2024-2025

1. Try to get ahead of the large events rather than catching up
2. Update old information in my office (ex. passwords)
3. Get bigger projects (ex. inputting calendar info) done in a more timely manner
