
Job Description 

 

Job Title Rectory Cook & Housekeeper  

Reports to:    Pastor of St. Joseph Church 

Terms of Employment  Part-time/ 25 hours average a week 

 

 

General Statement of Duties  

Provides meals and cleans and maintains the rectory.  

 

Essential Duties and Responsibilities  
 

1. Provide meals including but not limited to the following: 

a. Shop for groceries and laundry supplies at designated stores. 

b. Each week submit purchases orders with receipts to Business Manager. 

c. Prepare menus. 

d. Prepare and serve lunch and dinner Tuesday through Friday as needed. 

e. Prepare weekend meals in advance.  

f. Notification in advance will be given for extra meals needed and/or 

cancellation of a meal. 

g. Clean and organize cupboards, refrigerator, and freezer as needed. 

h. Maintain food supplies in cupboards, freezer, and refrigerator.  

i. Provide meals for guest and various meetings at the rectory. 

2.  Clean and maintain rectory, including but not limited to the following: 

a. Clean the counters, floors, and walls, 

b. Clean appliances as needed. 

c. Vacuuming and dust. 

d. Cleaning bathrooms. 

e. Cleaning windows. 

f. Household laundry. 

g. Upkeep of all bedrooms, including guest rooms.  

3. Provide office assistance. 

a. Provide refreshments or meals for various meetings at St. Joseph; to 

include but not limited to Parish Council, Liturgy, NFP Seminars.  

4.  Prepare a yearly budget and submit it to the Business Manager. 

5. Attend diocesan meetings that pertain to area of ministry. 

6. Maintain confidentiality in matters pertaining to office life, table conversation, 

and parish ministry.  

7. If hours are needed to obtain the regular 25 hours average, may assist in 

maintenance department or office.  

8. Other duties as assigned.  
 

 

 

 

 



 

Minimum 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 accommodations may be made to enable 

individuals with disabilities to perform the essential functions. 

 

Education and Experience  

1. High School Diploma or GED Certificate.  

2. Ability to maintain confidentiality. 

3. Work under pressure to meet time schedules and deadlines and handle significant 

problems and tasks which come up simultaneously or unexpectedly. 

 

Language Skills  

1. Ability to read, analyze, and interpret common reports, financial reports and 

correspondence. 

 

Mathematical Skills  

1. Ability to use basic math skills. 

2. Ability to calculate, analyze, and understand figures and amounts used in standard 

accounting practices and principles. 

 

Reasoning Ability  

1. Ability to apply understanding to carry out instructions furnished in written, 

verbal, or diagram form.  

2. Ability to assess and solve various problems. 

Certificates, Tests, and Examinations 

1. Provide evidence that a criminal record history check has been conducted and 

clearance has been provided by the appropriate authority. 

2. Successfully complete written tests and/or oral interviews.   

3. Successfully complete all other examinations as deemed necessary. 

Physical Demands and Environmental Conditions   

The physical demands and environmental conditions described here are representative of 

those that must be met by an employee to successfully perform the essential functions of 

this job. Reasonable accommodations may be made to enable individuals with disabilities 

to perform the essential functions. 

1. While performing the duties of this job, the employee is frequently required to 

sit and reach with hands and arms and use hands for keyboarding, paperwork, or 

general office equipment operation.   

2. The employee is occasionally required to stand, walk, stoop, kneel, climb, 

crouch, or crawl. 

3. The employee must regularly lift and/or move up to 10 pounds and occasionally 

lift and/or move up to 25 pounds.   

4. Subject to work overtime if the situation arises. 
 


