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Diocese of Phoenix

JOB DESCRIPTION

Title:


Administrative Assistant II

Grade:

10, Non-exempt

Supervisor:

Parish Manager




Date:




Purpose and Scope

This position reports directly to the Parish Manager and provides administrative office services, implements administrative systems, procedures, policies, and monitors administrative projects.

Essential Job Functions

· Maintains calendar for Parish; arranges meetings, conferences, travel, etc.

· Performs secretarial duties for the pastor and Parish Manager.  Responsible for answering switchboard during office hours; prepares correspondence and processes mail.  Greets and refers visitors to the appropriate ministers, services or agencies.  Prepares bulk mailings as needed.

· Maintains office record-keeping and filing systems.

· Maintains parish data; i.e. envelope roster.

· Assists with the layout of the parish bulletin.

· Design and layout of supplemental parish informational material.

· Supervises office support volunteers.

· Takes minutes for meetings as required; transcribes minutes ensuring that information is accurate, that motions are highlighted and distributes as appropriate.  This requires occasional evening and/or weekend work.

· Answers all inquiries in a manner that promotes public relations on behalf of the parish; this includes verbal and written communication.

· Provides data entry for Parish.

Additional Job Functions

· Perform any job-related tasks necessary for the smooth flow of operations within the parish.

· Contributes to team effort for a professional office environment and maintains good working relationships with all diocesan and parish staff.

Knowledge, Skills and Abilities Required

· Working knowledge of office software:  Shelby, Microsoft Word, Excel, and PowerPoint.  Adobe Pagemaker or Quark Express experience is a plus.

· Ability to work under pressure, manage multiple projects simultaneously and handle stressful situations.

· Ability to make decisions in a timely manner and communicate these decisions effectively.

· Excellent written and verbal communication skills.

· Ability to set priorities and organize work effectively.

· Ability to maintain confidentiality is absolutely essential.

· Knowledge of Catholic Church vision, teachings, structure and policies.

Minimum Qualifications

· High School diploma or equivalent certificate.

· Three years experience working in a related position.

Approved by Pastor:  ____________________________
Date: ___/___/___

Approved by Parish Manager:  _____________________
Date: ___/___/___

Employee Signature:  ____________________________

 Date: ___/___/___
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