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POSITION NAME:  Administrative Assistant to the DRE PARISH: St. Paul 

REPORTS TO:  Pastor and his designee EFFECTIVE DATE:  

CLASSIFICATION:  Non Exempt APPROVED:  Rev. Douglas J. Mayer 

EMPLOYEE OFFERED/WORKING POSITION:   

Position Summary of Duties: 

The Administrative Assistant to the DRE is responsible for providing secretarial and related office service for members of 

the parish, the Religious Education Program Staff and Religious Education families.  The position acts as the Minister of 

Hospitality to the Religious Education community for the Parish in a multicultural setting. 

ESSENTIAL FUNCTIONS/MAJOR RESPONSIBILITIES:  (The essential functions/major responsibilities listed are 

intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of 

duties does not exclude them from the position.  Duties and responsibilities are also subject to change by the employer as 

the needs of the employer and the requirements of the job change.) 

I. Specific Task/Duties: 

 

1. Perform secretarial duties for the Pastor, DRE and other designated staff.  Receive and places telephone calls, 

schedules appointments as requested, types/enters into word processing written communications (reports, 

student/family notes & letters) and processes all mail.  Greet and refer visitors to the appropriate ministers.  

Arrange for delivery of outgoing mail on a daily basis.  Prepare bulk mailings as needed. 

 

2. Develops a comprehensive knowledge of catechetical processes used throughout the year to guide families in 

registering and directing their children to become fully initiated Catholics.  Displays an ability to verbalize the 

paradigm set forth by the Pastor and implemented by the DRE to complete this process.  Has an ability to 

communicate program policies to those whose first language is not English. 

 

3. Oversee an inventory of office & program supplies. Order supplies or equipment as needed for both Religious 

Education office and Program within budget guidelines. 

 

4. Order and maintain program materials and supplies for the Children’s Liturgy of the Word program used by 

Catechists during Sunday morning masses. 

 

5. Supervises volunteers as needed for the Religious Education Office projects.  Trains and supports volunteers 

for needed projects and daily classroom activities. 

 

6. Help secure closing of the office in the evening after the completion of Religious Education classes.  Ensures 

that all machines are off, answering service is on, windows and doors are closed and locked and all 

appropriate lights and heat are off and alarm is on. 

 

7. Record tuition and other fees received in the Parish Data System. 
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8. Help with registration of families and students.  Obtain information, transfer forms, and other necessary 

records for each student. 

 

9. Input of students and catechists into Parish Data System. Updates student records, adds/deletes/changes 

information as needed, on a regular basis. Keeps accurate student attendance and attendance of staff for 

stipends. 

 

10. Maintain and update the Religious Education tuition fund system on a regular basis when tuition is paid.  Post 

tuition to individual family’s ledgers on a regular basis and mails tuition due statements. 

 

11. Verifies bank deposits prepared by DRE for the Religious Education program. 

 

12. Facilitate correspondence to parents related to financial billing, meeting schedule reminders for classes not in 

session, or sacrament meetings and other announcements as needed. Manage One Call Now System to alert 

parents to class cancellation, and to remind them of upcoming special session dates. 

 

13. Maintain a sacramental record keeping system for those who receive First Eucharist, and First Reconciliation. 

Print certificates, necessary documents, and all correspondence for the sacraments. 

 

14. Maintain the office record-keeping systems and Parish Data System.  Develop and maintain filing systems 

and maintain catechist schedule for anticipated absence.  Attend meetings as requested. 

 

15. Assists Director in maintaining program website and social media. 

 

16. Communicates and collaborates with St. Paul Catholic School office and staff for the implementation of 

program activities and requirements. 

 

17. Perform Parish Data System end of year closing and promotion of students in May of each year. 

 

18. Monitors staff adherence to Religious Education Programs H1N1 Safety policies/procedures. 

 

19. Handle other duties and responsibilities as assigned. 

 

 

II. Mission 

 

1. Support, upholds, and maintains the Mission of the Diocese of Gary and Parish and serves as a role 

model of the faith formation program in a positive manner and in all business interactions within the 

church and to the outside community.  Demonstrates loyalty and pride in the Religious Education 

Department, its Catechetical Staff and Programs.  

  

2. Respects and safeguards the confidentiality of information regarding Religious Education students and 

families, co-workers and the church, and holds others accountable to the same standard. 

  

3. As a leader within the church, projects a professional and caring demeanor in interactions with all. 

  

     4. Takes responsibility for maintaining a clean, neat and orderly environment.  Uses equipment, supplies 

and other materials with a focused effort to stewardship and reducing waste. Provides for the 

appropriate use and maintenance of resources, AV equipment, televisions, copiers, and computers. 

  

5. Demonstrates an attitude of teamwork when interacting with others within or outside the church.  As 

such, consistently displays respect for self and for others in manner of body language, dress, spoken 
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word, and behavior.  

  

6. 

 

Takes ownership of job responsibilities by initiating prompt and appropriate action/follow-up in all 

areas.  Insures appropriate and timely resolutions to situations. 

 

7. Exhibits resourcefulness and initiative in anticipating and meeting the needs of others in a pro-active 

manner.  Encourages and empowers coworkers and volunteers to perform in the same manner. 

  

8. Welcomes suggestions and new ideas as an opportunity to learn, grow and improve Religious 

Education Programs. 

  

9. Promotes and supports any changes through accurate and timely communication, flexibility and 

acceptance.  

SPECIFIC JOB SKILLS:  
Active member of a Roman Catholic parish faith community. Typing and/or word processing at 50 wpm.  

Demonstrated ability to set priorities and organize work effectively and efficiently including developing and 

maintaining effective record-keeping systems.  Ability to compose correspondence for Religious Education 

families when appropriate.  Excellent people relations skills for representing the Religious Education 

Department to those who call, write or visit.  Ability to honor and maintain confidentiality.   

 

EDUCATION AND/OR EXPERIENCE:  

High School Degree required, college education in Business Management and or Computer strongly desired. 

Knowledge of Microsoft Office is a must.  Advanced computer skills including the ability to utilize a search- engine such 

as Google to obtain information as well as send messages required.  Must have knowledge of in house A/V equipment 

such as laptop, projector, and sound systems.   Knowledge of QuickBooks and Parish Data System would be a plus.  

Minimum of two years experience in the field of clerical/record keeping, word processing and or administration needed. 

PHYSICAL DEMANDS:  
While performing the duties of this job, the employee is required to stand, walk, stoop, talk, reach, feel, sit, climb, grasp, 

hear and perform repetitive motions of the hands/wrists.    

JOB CONDITIONS:  
Work is performed mostly in an office setting on Monday and Tuesday during the hours of 2:00pm to 8:00pm, 

Wednesday 3:00pm- 8:00 pm, Thursday from 8:00am to 4:00pm and Saturday from 8:00am to 12:00pm during weeks that 

Religious Education is in session.   This work schedule will be adjusted during the period of registration and for sacrament 

preparation for Reconciliation and First Eucharist.  Employees that work an eight hour shift are entitle to a half hour lunch 

and two 15 minute break.  Employees work is performed mostly in an office setting and is required to do extensive close 

computer work.  

SUPERVISES:  volunteers and others as directed by pastor or his designee. 

 _____________________________________________   

 Employee Signature Date  


