
 

  
 

 

The  following information is intended to be representative of 

the work performed by incumbents in this position and is not 

all-inclusive.  The omission of a specific duty or responsibility 

will not preclude it from the position if the work is similar, 

related, or a logical extension of position responsibilities. 

 
 
 

 

 

 

 

 

POSITION SUMMARY 

This position is responsible for pastoral care, bookkeeping, clerical, human 

resources, and payroll. 

 

ESSENTIAL FUNCTIONS 

 Processes payroll for submission to diocesan payroll office 

 Coordinates and schedules the use of parish facilities and the Master 

Calendar 

 Orders and purchases office, church and building supplies 

 Greets and directs visitors to the parish 

 Processes all new hire and employee paperwork for submission to 

diocesan human resources office 

 Oversees compliance of staff and volunteers in the Safe Environment 

requirements 

 Works with family members to plan Baptisms, Marriages, Quinceneara’s 

and Funerals 

 Acts as a pastor’s liaison to diocesan offices 

 Oversees the Bookkeeper/Receptionist and the custodial staff 

 

PERIPHERAL FUNCTIONS 

 Oversees the counting of the weekly collections 

 Responsible for coordinating the work of outside contractors 

 Coordinates volunteer ministers 

 Attends pastoral council meetings 

PARISH  POSITION DESCRIPTION 
 

MINISTRY CLASSIFICATION: ADMINISTRATIVE 

POSITION TITLE:  OFFICE ADMINISTRATOR          SUPERVISOR: PASTOR 

GRADE LEVEL: V                                                        FSLA STATUS:  EXEMPT  



 

SKILLS & EXPERIENCE REQUIRED 

This individual must have a minimum of five years of experience in an office 

environment.  They must have a working knowledge of bookkeeping procedures 

as well as a basic familiarity with human resources/payroll practices.  They 

will need solid clerical skills, including computer knowledge, proficient in 

Word, Excel, Publisher, Power Point and social media.  This position also 

requires that they are thoroughly familiar with Catholic theology, practices, 

procedures and protocols and to be bilingual in speaking and writing both 

English and Spanish. 

 

POSITION SCOPE 

The Administrative Assistant will have a high level of interaction with pastor, 

parishioners, visitors, vendors, office staff and diocesan personnel.  They are 

responsible for the administration of office processes.  In the absence of the 

pastor, they will be responsible to oversee the general operations of the 

parishes.   

 

EDUCATION & CREDENTIALS REQUIRED 

There is a minimum requirement of two years of college education or technical 

school for this position along with the completion of the PMFP.  It is preferred 

that they complete the CMFP and diocesan human resources certification, or 

agree to pursue these courses following their hiring.   

 

PHYSICAL REQUIREMENTS 

Sitting, speaking, hearing, seeing, reaching, repetitive hand/finger movements, 

sense of touch/feel, prolonged gripping of an item, lifting 10+ lbs on an 

occasional basis. 

 

 

 


