
ST. FRANCIS CHURCH 
PARISH SECRETARY AND RECEPTIONIST 
 
 
GENERAL RESPONSIBILITIES (Include but not limited to): 

1. Greet visitors to the office. 
2. General office duties such as answering phones, taking inquiries, 

preparing general correspondence, particularly the weekly parish bulletin. 
3. Manages means of online parish communications. 

 
SPECIFIC RESPONSIBILITIES (Include but not limited to): 
 

1. Prepares weekly bulletin. 
2. Maintains parish member databases (CDM+, Flocknote, etc.) and 
 sacramental records. 
4. Mails out new member packets and registers new members. 
5. Keeps parish website updated and sends out messages/information on 

Flocknote as needed. 
6. Maintains parish calendar, schedules special events and schedules Mass 

intentions. 
7. Produces a monthly calendar for staff and parishioners (put in the bulletin 

monthly). 
8. Types petitions and announcements for Masses. 
9. Monitors SCRIP program, assisting volunteers with tasks as weekly 

inventory, ordering, and promotion of SCRIP. 
10. Maintain Diocesan reporting Monthly parishioner updates to the Diocese 

of Duluth for the Northern Cross, yearly sacramental registers (baptism, 
marriage, etc.) to the chancery, yearly safe environment teaching reports 
and monitoring of all employee & volunteer safe environment 
certifications. 

11. Schedule Readers, Altar Servers, and Ushers 
12. Edit and upload podcasts of homilies and special teaching series. 
13. Monitor and order office supplies and order supplies for cleaners, and 

others as needed. 
14. Ensures office hours are covered. 
15. Other duties as assigned by Pastor 

 
Skills required:  Computer experience, customer service experience, organization 
skills, ability to multitask 

  
Hours of work:  Approximately 12-15 hrs/week. 
 
PERFORMANCE EXPECATIONS 
 

1. Work cooperatively with other staff, volunteers and parishioners. 
2. Effective listening and communication.  
3. Accept direction and feedback on job performance from Pastor.  
4. Perform assigned tasks accurately and in a timely manner. 
5. Manage multiple tasks and use good judgment to set priorities. Plan work 

to accomplish required tasks.  
6. Recognize potentially unsafe situations and respond appropriately and 

quickly. 



7. Remain positive and courteous, even in stressful situations.  
8. Speak and act in a manner appropriate for a Catholic parish.  
9. Use appropriate means of communication for the workplace effectively: 

email, voicemail, etc. 
10. In cooperation with the Diocese of Duluth Pastoral Center, follow all 

diocesan protocols for communicating and reporting. 
11. Attend periodic Diocesan workshops and meetings pertaining to parish 

communications and database management. 
12. Other conferences or online training as recommended by the Diocese. 

 
PHYSICAL REQUIREMENTS 
 

1. Bend, squat, reach overhead, turn, twist.  
2. Lift and maneuver objects up to 30 pounds using proper lifting techniques.  
3. Be able to use a computer for periods of time as necessary.  

 
QUALIFICATIONS 
 

1. High school diploma or equivalent required. Computer experience, 
proficient in Microsoft Office. 

2. General understanding of how databases work.  Training in necessary 
CDM+ modules provided. 

3. Must possess strong written and verbal communication skills. 
4. Must be able to pass a background check. 
5. Must be able to complete Safe Environment training. 

 
 


