Holy Cross Catholic Church
Job Title: Pastoral Associate for Operations
FLSA: Exempt
Reports To: Pastor
Position Summary:
The Pastoral Associate for Operations is directly responsible for overseeing the parish's properties, facilities, maintenance, finances, and human resources.
Essential Duties and Responsibilities:
• Coordinates and provides oversight to contractors, maintenance personnel, landscaping, and pest control.
• Coordinates the creation of an annual budget and collaboratively provides feedback to department heads regarding their financial resources.
• Prepares all documents related to contracts and risk management before presenting contracts to the pastor to be signed.
• Attends diocesan trainings regarding HR, finance, and risk management.
• Manages volunteer work groups as necessary and the biannual Clean Up Days.
• Helps onboard new employees and maintain employee files.
• Able to reasonably forecast the future needs of the parish.
• Works alongside diocesan employees and representatives as the parish undergoes audits and facility site assessments.
• Supervises the bookkeeper and oversees payroll.
Qualifications
• Committed to spiritual and professional growth; does not speak or act contrary to the teachings of the Church.
• Bachelor’s degree in business management, human resources, or finance.
• Minimum of two (2) years of experience in parish operations, non-profit management, or related field.
• Demonstrated leadership, organizational, and people skills.
• Strong computer skills working with Word, Excel, Canva, Windows, and Google Workspace.
• Ability to collaborate with clergy, staff, and parishioners.
Work Schedule
• Flexible schedule, including evenings and weekends.
• Availability for diocesan seminars and formation opportunities.
Diocesan Compliance
The Pastoral Associate for Operations must comply with all diocesan policies, including Safe Environment requirements, background checks, and ongoing formation.
