



 SEQ CHAPTER \h \r 1Diocese of Sacramento

JOB DESCRIPTION
	PARISH:        Parish Name Here               POSITION STATUS: P/T or F/T Status Here                        
POSITION:
   Administration Assistant   SCHEDULE:              Work Schedule Here
CATEGORY: Non-Exempt      

                     



SUPERVISOR:    Direct Report Here
JOB SUMMARY:  Responsible for overseeing the smooth running of the parish office in addition to providing secretarial and related office services for Pastor and other designated volunteers as needed. In addition, as the Administration Assistant, under supervision, is expected to perform a wide variety of moderately difficult and complex clerical tasks, some of which may require the use of a typewriter.
ESSENTIAL FUNCTIONS: The Administration Assistant will perform a wide variety of duties which require the exercise of judgment and discretion.  This position may have very little direct supervision and is expected to determine when and how tasks are accomplished. 


1. Receive, open, sort, stamp and distribute incoming mail.



2. Type letters, reports, bulletins, memoranda, cards, forms, requisitions, and other materials 



    from rough draft.

· Type mimeograph and ditto stencils.



3. Prepare permanent record folders and post data to a variety of records and cards.



4. Check incoming supplies against invoices or requisitions for completeness of orders and



    issue supplies to staff.

· File materials
· Collect and file receipt for fees. 


5. Answer telephone calls and provide information concerning the functions or services of the



    department or school.

· Take messages clearly, accurately and concisely.

· Direct messages to appropriate staff persons.

· Refer calls to appropriate agencies in the event the agency does not provide the




            requested service.



6. Greet persons coming to the agency in a courteous and friendly manner, identifying their



    need and referring them to the appropriate staff person.



7. For school department employees, may post data to attendance records and prepare monthly



    attendance reports.

· May prepare or assist in the issuance of admission slips and readmit permits.

· May register students and assign to proper rooms.



8. Other duties may be required, as needed.
MINIMUM QUALIFICATIONS:

Education:  High school diploma or equivalent
Experience: One year of experience in typing and clerical work.
Skills / Knowledge:  Modern office methods and practices, including letter and report writing, receptionist and telephone techniques, and filing systems; correct English usage, spelling, grammar and punctuation. Typing speed of 45 net words per minute.

Ability to: Perform responsible clerical work with accuracy and speed; learn and interpret specific laws, rules, and policies and to apply them with good judgment in a variety of situations; make arithmetical calculations quickly and accurately; analyze situations and adopt an effective course of action; work cooperatively with others; meet the public tactfully and courteously and to answer questions in person or by telephone; compile and maintain accurate and complete records and reports; operate common office machines. Must be a practicing Catholic with knowledge and understanding of the Catholic Church in general.  
_________________________   __________

____________________________    ___________
EMPLOYEE SIGNATURE
        

 DATE





SUPERVISOR SIGNATURE  
      



 DATE            
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