Holy Cross Catholic Church
Job Title: Pastoral Associate for Administration
FSLA: Full-time/Non-exempt
Reports to: Pastor
Position Summary:
The Pastoral Associate for Administration oversees the management of the parish office, sacramental records, receptionists, Mass intentions, and the parish database. The position is designated for a 40-hour/week, Monday-to-Friday schedule at the parish office during normal office hours. It affords the opportunity to interact with parishioners, vendors, and visitors in a welcoming, Christ-like way.
Responsibilities:
· Open and close the main parish office Monday through Friday.
· Maintain the main parish email address and phone system.
· Answering the parish phone line and assisting callers as necessary.
· Maintain the calendars and schedule appointments for the parish priest(s).
· Schedule Mass intentions and issue receipts.
· Accept payments and donations on behalf of the parish and cemetery, issuing receipts.
· With the assistance of a receptionist, record sacraments and maintain the records accurately.
· Issue sacramental records certificates.
· Manage incoming mail and deliveries.
· Schedule baptisms and weddings.
· Schedule facility use requests through facility management software.
· Regularly take inventory of office supplies and order office/sacristy resources.
· Assist the parish priest(s) and staff with daily duties relative to administration.
· Manage the schedule and duties of parish receptionists.
· Oversee the scheduling of funerals, homebound visits, special liturgies, and home blessings.
· Prepares mailings for homebound parishioners (bulletins, cards, etc.).
· Maintain parish records and archives.
Supervisory Responsibilities:
· Parish Receptionists
· Parish Care Office
· Safe Environment Coordinator
Skills and Qualifications
· Excellent computer skills, including but not limited to Microsoft Office Suite and Google Workspace.
· At least three years of administrative experience.
· Possess a welcoming and engaging attitude.
· Ability to maintain confidentiality regarding sensitive parish, parishioner, and staff information.
· Excellent organizational and time management skills so as to manage multiple tasks and deadlines effectively.
· Strong communication (written/verbal) and interpersonal skills to collaborate with other members of the parish staff and parishioners.
· Strong problem-solving and analytical skills.
· Be committed to spiritual and professional growth.
· Be willing to refrain from any public expression contrary to the faith and morals of the Catholic Church.
· Be willing to pass a background check and maintain qualifications with diocesan safe-environment policies.
