 	  Parish Office Administrative Assistant 
    Part-Time (9 Hours per Week)
Office Hours: Weekdays (Preferably 3 (3 hour) days, negotiable & may occasionally include a
few hours on a weekend

Position Summary
The Parish Office Administrative Assistant serves as the welcoming and organized presence of the church office. This individual supports the pastor, church leadership, and congregation through communication management, worship preparation, record keeping, and general administrative support. This is a part-time position beginning at 9 hours per week, with potential for expanded hours as needs grow.

Communication & Correspondence
	Answer and respond to voicemail messages in a timely manner 	Monitor and respond to church email
	Pick up mail from the post office and distribute appropriately 	Maintain and update congregational prayer lists

Worship & Ministry Support
	Prepare and print weekly bulletins and worship materials 	Schedule audio/video volunteers
	Substitute for audio/video support when necessary 	Fill altar candles with oil
    Assist with Sunday School preparation if requested     Coordinate volunteers for funeral meals as needed

Publications & Digital Presence
	Create and distribute the church newsletter
· Take photos during worship services (baptisms, confirmations, senior recognitions, first communion, etc.) or arrange a substitute
	Maintain and update the church website
	Post announcements and updates to social media platforms
· Update the church’s lighted sign weekly or as needed

Meetings & Records
	Prepare and copy council meeting agendas and minutes 	Maintain accurate membership and sacramental records 	Keep church record books up to date
	Maintain the church master calendar

Financial & Administrative Support
	Learn and assist with treasurer responsibilities as trained 	Complete assigned treasury-related tasks
	Provide general administrative support to the pastor and church leadership

General Duties
	Maintain organized office systems (paper and digital) 	Order office supplies as needed
	Perform other duties as assigned

Qualifications
	Strong organizational and communication skills
	Proficiency in basic office software (word processing, email, spreadsheets) 	Ability to maintain confidentiality
	Comfortable with basic technology and social media platforms or willing to learn
	Ability to manage multiple tasks within limited weekly hours 	Friendly, welcoming demeanor

Position Expectations
	Due to the part-time nature of this position, priority will be given to weekly communication, worship preparation, and essential administrative tasks. Additional projects will be addressed as time allows.
