JOB DESCRIPTION
Administrative Associate
	Parish:
	Saint Stephen Catholic Church, Oak Creek, WI

	Reports To:
	Coordinator of Communication and Administration

	Department:
	Administration / Office Operations

	Status:
	Part-Time / Non-Exempt (M-Th 8:30am-3:30pm)

	Salary:
	$22.00 per hour



Position Purpose
The Administrative Associate provides vital operational, clerical, and core logistical support to ensure an efficient, welcoming, and organized parish office environment during scheduled part-time hours. Acting under the guidance of the Coordinator of Communication and Administration, this role takes on the standard front-line parishioner reception, digital data entry, meeting logistics, and essential record-keeping responsibilities. This administrative support ensures smooth daily office functions and empowers parish leadership to focus on long-term strategic growth and high-level communications.
Key Responsibilities
1. Front Office Operations & Reception
Front-line Liaison: Serve as the primary point of contact for the parish office during scheduled hours; warmly greet parishioners and visitors, answer phones, assist guests, and triage general email inquiries.
Correspondence & Mail: Distribute and respond to general website emails and handle incoming/outgoing physical mail, packages, courier deliveries, and check distribution for approved invoices.
Facility Oversight: Maintain a tidy, fully stocked, and professional front office, reception area, and meeting rooms. Submit or track simple facility maintenance requests related to the immediate office space.
Supply Management: Monitor, inventory, and order essential office, hospitality, and janitorial supplies within an approved budget framework. Ensure ushers are supplied with money envelopes and money counters are provided with required forms.
2. Records Management & Sacramental Support
Sacramental Scheduling & Mass Intentions: Manage incoming requests for Mass Intentions, coordinate scheduling, and serve as an initial administrative checkpoint for weddings and funerals—ensuring associated usage guidelines are clarified and fees are accounted for.
3. Meeting Logistics, Data Entry & Financial Operations
Meeting Logistics: Take concise, structured administrative notes during weekly staff meetings. Also, provide regular updates when new members join the parish for submitting to the Archdiocese.
Weekly Contributions Batch Entry: Process, organize, and execute weekly contributions batch entries into our church management software, Pushpay. Clean and compile weekend attendance metrics and regularly submit Mass Counts to the Archdiocese.
Accounts Payable Support: Upload incoming invoices directly to the accounting online portal to facilitate timely processing.
Check Runs & Requests: Assist with essential financial administration by processing the weekly check run and fulfilling approved check requests.
Scrip Program Management: Create Scrip checks for new inventory to maintain active inventory levels for the parish program.
Qualifications & Requirements
Faith & Mission Alignment: Ability demonstrate a respectful understanding of, and commitment to, the mission, values, and teachings of the Catholic Church in a parish setting.
Experience: 2 years of experience in office secretary work, data entry, or customer service environments preferred.
Communication & Demeanor: Exceptional interpersonal skills featuring a warm, welcoming demeanor coupled with clear, accurate verbal and written communication capabilities.
Organizational Skills: High attention to detail with a proven ability to manage time, organize physical documents, navigate databases, prioritize individual tasks, and successfully manage data workflows within a part-time schedule.
Discretion: Proven capability to deal with highly sensitive, pastoral, and confidential family or personnel matters with absolute integrity, tact, and professional boundaries.
Physical Requirements: Ability to lift up to 20 lbs of office materials and remain on feet for extended periods.
Technical & Software Proficiency
Office Productivity: High proficiency with Microsoft Office 365 applications (specifically Word, Excel, Outlook, PowerPoint, and Teams).
Relational Databases: Highly comfortable with data entry workflows in specialized tools like entering contributions and running regular database queries (the parish uses PushPay church management software).
Digital & Creative Platforms: Familiarity utilizing collaborative design platforms like Canva to interact with templates.
Modern Workplace AI Tools: Comfort and openness to utilizing specialized Catholic artificial intelligence platforms, such as Magisterium AI, alongside mainstream tools like Claude and Microsoft Co-Pilot, to assist with routine research, text drafting, reference workflows, and administrative tasks.
