
JOB DESCRIPTION

JOB TITLE:


Communications & Pastoral Services Assistant    

JOB CLASSIFICATION:
Non-Exempt – Full-time hourly (40 hours)


DEPARTMENT:

Rectory

REPORTS TO:

Pastor & Business Manager 

_____________________________________________________________________________________

Summary
Reporting to the Pastor & Business Manager, the Pastoral Services & Support Assistant provides programming support in communications, pastoral, liturgical, administration and development projects, tasks and initiatives. Work involves both proactive and creative dimensions and requires organizational, writing, marketing and attention to detail skills in order to provide support across all ministries served by the Parish.
Normal Work Days/Hours

Working days will generally be Monday-Friday 8:30 am -5:00 pm (30 minutes lunch)
Specific Duties and Responsibilities
· Provides programming support in, communications, pastoral, liturgical, administration and development projects, tasks, and initiatives.
· Responsible to prepare and coordinate the content of the weekly Parish Sunday Bulletin via MS Publisher and delivery to the publisher.

· Responsible to update, coordinate and develop the Parish, PREP and School communication vehicles, websites and Social Media platforms, Facebook, Google My Business and Constant Contact communications as is developed and determined appropriate.
· Responsible for Scheduling the Liturgical Ministries and other activities.
· Provides assistance as needed with answering phones, greeting guests, Mass Cards, Baptisms, First Communion, Confirmation, Marriages and other sacramental administrative documents, tasks and records & file.
· Maintains pastoral binders for parish registrations, Baptisms, Marriages, and Funerals, including the logging and reporting of Sacramental activity. 

· Maintains parish, facilities and activities calendars. 

· Provides administration assistance to Director of Sacred Music & Liturgy and Business Manager
· Coordinates and assists with other special events programs for the Parish.

· Other duties and special projects as assigned by the Pastor and Business Manager
Skills and Qualifications
· Strong computer skills, including proficiency with Microsoft Office (Word, Excel, PowerPoint, Publisher).
· Experience with PDS desirable.
· Ability to manage the various communications media including but not limited to Parish Bulletin, Parish website; Facebook, Twitter, etc. 

· Excellent oral and written communication and interpersonal skills.

· Ability to work with all types of people including clergy, other parish staff, parishioners and visitors

· Ability to provide (or obtain prior to employment) clearances required by Pennsylvania and the Archdiocese such as Mandatory Reporter, Criminal Background check, Safe environment training technology addendum 

· Self-starter
· Ability to organize, efficiently document, and routinely update information.
· Ability to meet multi-task and deadlines.
· Ability to maintain confidentiality.
· Able to dress appropriately for Parish office

Education


College Degree preferred in communications/marketing.  

Experience


Previous experience in a related field.

Practicing Roman Catholic or has an understanding of the Catholic teachings.
Physical Requirements


Able to self-ambulate up and down stairs and lift up to 25lbs.

