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I.  JOB SUMMARY
The Parish Office Manager serves in a position as a staff resource in support of the pastor, ensuring that parish needs in office administration are fulfilled.  Responsible for overall office activities, including coordinating and organizing office operations and procedures on a day-to-day basis such as visitor reception, safe environment coordination, bookkeeping, filing systems, requisition of supplies etc.  This position directs and maintains these efforts with technical expertise within the framework of shared ministry in Catholic and Christian values by performing the following duties personally or through the assistance of other parish personnel.  

This job description reflects management's assignment of essential job responsibilities; it does not prescribe or restrict the tasks that may be assigned.  All the duties and standards within this job description will be performed according to the established policies, procedures and guidelines outlined in the parish policy and procedures manuals.

II.
ESSENTIAL JOB RESPONSIBILITIES
1.  Performs duties as a receptionist.

2.  Administers the Safe Environment program for volunteers, staff, and contractors where applicable. 

3.  Maintains a procedure for retention, protection, retrieval, transfer, and disposal of records.  Maintains an appropriate level of confidentiality with documents and information.

4.  Coordinates parish liability and property insurance programs.  
5.  Administers a cash flow management process through purchase request and order entry with clear department account identification. 

6.  Supervises the collection counting and completes related bookkeeping activities ensuring accurate record keeping. 
7.  Schedules mass intentions for parishioners and processes related donations. 

8.  Counts collection and maintains votive candle replenishment and reorder.  

9.  Schedules and coordinates utilization of the parish and school facilities.  Keeps parish calendar updated and ensures that all liability and maintenance needs identified and coordinated.
10.  Manages secure facilities access through key cards and door schedules.
11.  Perform general clerical duties for the Pastor including but not limited to:  answering the telephone, taking messages, processing letters and reports, coordinating parish events and issuing and maintaining sacramental certificates.
12.  Regular attendance and punctuality is essential for this job.
III.
OTHER POSITION RESPONSIBILITIES
1.  Administers parish business operations in accordance with the parish and Catholic Church’s missions.
2.  Understands Catholic social teaching and applies it to parish policies and practices.

3.  Ensures t parish is compliant with state, federal and local regulatory bodies.

4.  Maintains a neat and safe work area.
5.  Performs other duties as assigned.

IV.
POSITION QUALIFICATIONS

Required:  Compliance with BCI&I background checks and completion of Protecting God's Children 
program.

Education:  Bachelor’s degree or equivalent experience; Accounting or Finance experience is preferred.  
Knowledge and understanding of the Catholic Church and its mission is required.

Experience:  Two to Three years previous office management experience required or equivalent 
combination of education and experience is required.

Job Related Skills:  This position requires the performance of hands-on bookkeeping work, telephone etiquette, and detailed office management as well as the essential job responsibilities as outlined above.  The position also requires frequently moving about the parish and school facilities to inspect for compliance.  To perform this job successfully, an individual should have knowledge of MS Office (Word, Excel, Outlook).

Interpersonal Skills:  Excellent oral and written communication and human relation skills when dealing with co-workers, other parish or Diocesan employees, families and the general public.  

V.
PHYSICAL STRENGTH DEMANDS


The Physical Demands Strength Rating reflects the estimated overall strength requirement of the job.  It 
represents the strength requirements, which are considered to be important for average, successful work 
performance.  



Light Work:  Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force frequently, and/or a negligible amount of force constantly (Constantly: activity or condition exists 2/3 or more of the time) to move objects.  Physical demand requirements are in excess of those for Sedentary Work.  

The following items marked with an “X” are the physical and mental job requirements that are essential for this position.


Physical
X
Standing

X
Walking

X
Sitting

X
Lifting

X
Carrying

X
Pushing

X
Pulling

X
Climbing

X   Stairs

      Ladders

      Scaffoldings

X   Ramps

      Poles

      In-Out/Vehicles, Equipment, Machinery

X
Stooping

X
Kneeling

X
Crouching


Crawling

X
Reaching


Running

X
Head and Neck Movement

X
Movement Across Mid-line


Coordination
X
Balancing

X
Handling

X
Controls (buttons, knobs, pedals, levers, cranks)

X
Grasp

X
Finger Dexterity

X
Manual Dexterity

X
Motor Coordination


Driving


Mental
X
Alertness

X
Precision

X
Ingenuity

X
Problem Solving

X
Analytic Ability

X
Memory

X
Creativity

X   
Concentration


Interpersonal
X
Talking

X
Persuasiveness

X
Speaking Ability

X
Handling People

X
Judgment

X
Bilingual

X
Imagination

X
Initiative

X
Patience


Perception
X
Feeling

X
Seeing

X
Hearing

X
Form Perception

X
Clerical Perception

X
Auditory (hearing) Discrimination

X
Tactile (touch) Discrimination

X
Olfactory (smell) Discrimination


Aesthetic (artistic) Sense


Spatial (space) Aptitude
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