
  
 
 

 

Job Title: Secretary         Written/Revised: 6/17/2020 

FLSA Code: Non-Exempt (Hourly)      Pay Range: $12.00 - $18.00 

 

 

JOB SUMMARY 

The Secretary coordinates and facilitates the day-to-day operations of the activities of the Parish. This 

position offers the flexibility and opportunity to make use of particular gifts and talents of the individual 

such as computer skills, programming, and scheduling of various ministries. The person in this position is 

expected to use personal judgment in carrying out routine duties and responsibilities of the Parish. 

 

ESSENTIAL JOB RESPONSIBILITIES 

1. Coordinates all clerical aspects of the Parish Office. 

2. Possess Financial Analytical skills; Ensure efficient use of parish funds in the procurement process of 

    materials for office and parish use.  

3. Responsible for coordinating sacristy and church readiness of materials needed for Liturgy. 

4. Provide input to Pastor with long term planning and budgeting on a regular basis. 

5. Coordinates and produces weekly Parish bulletin. 

6. Performs customer service functions by answering parishioners’ requests and questions using good 

    phone skills as well as good judgement. 

7. Schedules meetings, weddings, Baptisms and follow-up as needed or requested with and by the Pastor. 

9. Assists Pastor with various special projects. 

10. Regular attendance and punctuality is essential for this job. 

 

POSITION QUALIFICATIONS 

Required: Compliance with BCI & FBI background checks and completion of Protecting God’s Children 

Program. 

 

Education: College degree is preferred. High School degree or GED minimally. 

 

Experience: A minimum of two years prior experience in an office setting is required; keyboard and 

computer experience is required. 

 

Job Related Skills: An understanding of communications and the Catholic perspective; the ability to both 

serve and lead others; excellent reading skills and communication skills. Must be courteous at all times; 

must be flexible to adapt to changing needs; 

 

Interpersonal Skills: The ability to work with others in a collaborative team environment. 

 

Language Skills: Ability to read and comprehend simple instructions, write short correspondence, and 

memos. Ability to communicate effectively to customers, clients, and other employees of the Diocese. 

 



 

 

Working Environment: The ability to maintain all information highly confidential. 
 
Job offer is contingent on the successful passing of the mandatory background screening and completion 

of the VIRTUS “Protecting God’s Children” program prior to beginning work.   

 

Compensation is commensurate with experience and ability.  We offer paid time off and a full 

complement of benefits, including health, dental, vision, life, short & long-term disability, and matching 

403(b).  Benefits are according to Diocesan policy. 

 

Send cover letter, resume and references to Rev. William Metzger at frmetzgerourladyofvictory.cc.  
 


