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Job Description

Title:


Parish Administrator



Grade:

15, Exempt

Supervisor:

Pastor
Date:




Purpose and Scope

The Parish Administrator supports the Pastor and staff in fulfilling the mission of the Parish by administering the financial, facilities, and human resources duties of the community.  

Essential Job Functions

Financial

· Oversees financial operations, ensuring compliance with diocesan policy and procedures.  This includes, but is not limited to, bookkeeping, payables, receivables, bank reconciliation and payroll functions.

· Monitors collection, counting, recording and depositing of all revenue.

· Coordinates and facilitates the budget process in collaboration with the Pastor, staff and Finance Board.    

· Responsible for timely and accurate financial reporting to the Pastor, Finance Board and the Diocese of Phoenix.

· Oversees the Finance Board.

· Responsible for maintaining the integrity of parish financial records.  Oversees all internal controls.
Facilities Management

· Coordinates general operation of the Parish, develops and oversees building use, rental agreements and calendar planning.  Keeps the community informed of closures, mass schedule changes and street closures.

· Oversees annual operational plan and provides support for staff and volunteers as needed.

· Purchases and maintains office supplies, computers and equipment.  Researches vendors and negotiates contracts with suppliers.

· Coordinates annual community registration, updates ongoing registration process and maintains sacramental records.

· Coordinates, facilitates and supervises operation and maintenance of buildings, grounds, equipment and furnishings, negotiates bids and contracts for renovation and maintenance projects.  

· Coordinates all matters regarding liability, insurance and safety in the Parish.

Human Resources

· Manages the office and ensures a positive, satisfying work environment.

· Oversees employee policies and procedures, benefits, evaluation procedures, training, employee relations, employee files and compliance with Federal and State laws.

· Develops job descriptions, hires, supervises and evaluates maintenance, clerical and support staff.  

· Ensures compliance with Diocesan requirements of background checks for employees and volunteers, Safe Environment Training, employee fingerprinting, and other requirements mandated by the Diocese.

· Responsible for maintaining open communication, both inside and outside the community, representing the Center to outside businesses and organizations.

· Maintains confidentiality in all areas.

· Performs any other job-related duties as requested by Pastor.

Knowledge, Skills and Abilities Required

· Extensive understanding of Roman Catholic Church structure and teachings.
· Working knowledge of accounting principles and practices.

· Ability and experience in hiring, supervising and coaching employees and volunteers to perform to the best of their abilities.

· Excellent communication and interpersonal skills.  

· Ability to organize, work independently, set schedules, prioritize tasks, and work with other members of the staff in a team setting.

· Intermediate to advanced skill level in computer software applications, including spreadsheets, word processing and database programs (Access, Excel, Word), and the ability to learn new software.  Responsible for maintenance of the web site.

· Proven leadership and management skills.

· Ability to facilitate meetings.

· Ability to administer employee benefits programs.

· Ability to delegate responsibilities and empower others.

Minimum Qualifications

· Bachelor’s degree in Business, Public or Non-profit Administration.  Masters degree a plus.

· College-level Finance and Accounting Coursework successfully completed.

· Five years work experience within a similar field.

· Active practicing Roman Catholic in full communion with the Church. 

Pastor: _______________________________________________ 
Date: ___/___/___

Employee:  ___________________________________________
Date: ___/___/___
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