
ADMINISTRATIVE ASSISTANT 

Hourly ~ Non-exempt Position 

 

The major purpose of this position is two-fold: 

1. To provide support to the parish community by creating welcoming atmosphere to anyone calling or 

visiting the parish offices. This position is typically the first interaction an individual has when 

contacting the parish and therefore, it is imperative that the administrative assistant provides 

exceptional customer service.  

2. To provide administrative support to the Pastor, Associate Pastor(s) and Business Manager. The 

administrative assistant is also responsible for maintaining the church database and sacramental 

records as well as coordinating the development and production of the parish bulletin. 

Position Reports To: Business Manager 

BACKGROUND REQUIRED: 

Education/Experience: 

High School diploma or GED required. Minimum three years of experience in an office setting 

providing receptionist and administrative services.  

Note: High School diploma or GED must be from an accredited institution recognized by the Texas 

Board of Education. 

Ethics And Integrity Ministry (EIM) Certified by Diocese of Austin 

Must be a Catholic in good standing.   

 

1. Answer phones and greet visitors – Areas of responsibility include: (1) Answering the telephones in 

a prompt and courteous manner, (2) Directing phone calls to the appropriate party and taking accurate 

messages and ensuring prompt delivery of those messages (3) Welcoming individuals that either the 

Parish Offices (4) Responding to basic inquiries of those that call or stop by the office including 

providing information packets for baptism, marriage/weddings and quinceañeras. 

2. Parish Records – areas of responsibility include: (1) coordinating receipt of baptismal paperwork for 

certificates, (2) maintaining enrollment list for baptismal classes, (3) ensuring permission letters are 

ready as requested by parishioners, and (4) preparing and sending newcomer letters. (2) Recording all 

sacraments in official church record book and database, (3) sending sacramental notices to church of 

baptism for all sacraments received at the parish, and (4) creating sacramental certificates. 

3. Maintain Sacramental Records and Church Databases – areas of responsibility include: (1) 

registering new parishioners and (2) mailing welcome packets.  

4. Weekly Bulletin - Preparation and coordination: areas of responsibility: (1) receiving announcement 

notices for inclusion and bulletin, (2) preparing and editing the draft of the bulletin ensuring a 



professional publication (eliminate typos and misspellings), (3) submitting bulletin and coordinating 

with vendor for publication and ultimate distribution at weekend masses, and (4) composing weekly 

pulpit announcements.  

5. Mail – areas of responsibility include all aspects of the mail function for incoming and outgoing mail: 

(1) distributing incoming mail, (2) maintaining postage account, and (3) preparing and dropping off all 

outgoing mail.  

6. General office and administrative duties as assigned include: Setting up for staff meetings taking 

and publishing meeting minutes, typing, filing, and making copies in order to support the Pastor, 

Associate Pastor, Business Manager or other office staff. 

7. Schedule Mass Intentions. 

8. Maintain library of forms for Parish Office. This includes maintaining the original copy of all forms, 

updating forms when changes are necessary and making copies of forms when supply is low.  

9. Serves as backup to Business Manager relating to contracts for weddings and quinceañeras. This 

involves meeting with the individuals to review contract and answer questions.  

10. Participates in annual retreat of day of reflection as determined by Pastor. 

11. Other duties as assigned. 

Internal 

This position is expected to have frequent verbal, written and personal contact with all levels of 

personnel within the parish staff, as well as, the Pastoral Council, Parish Finance Council and 

leadership of various parish organizations. 

External 

This position is expected to have frequent verbal, written and personal contact with any external party 

calling on the phone or visiting the Parish Offices. 

Position interacts with the general public and must have strong customer service skills, be able to 

maintain confidentially, have solid organizational skills, ability to multitask, have general office skills, 

have experience using personal computers including experience with Microsoft Suite including Word, 

Publisher, Excel, and Outlook e-mail; ability to create written communication.  Ability to speak both 

English/Spanish is preferred.   

Qualified, interested persons should send Resume, Cover Letter and 3 references with contact 

information via email to Business.manager@stelizabethpf.org - this position closes November 14th.  

 

 


