


Catholic Diocese of Bunbury
Position Description

This is a template only and should be used as a guide.  Duties should be added or deleted according to the parish requirements and time allocated for completion of tasks.


Position:		Parish Secretary 

[bookmark: _GoBack]Reporting to:	Parish Priest – (insert name of parish)  

Responsibility:	The Parish Secretary will be responsible for providing secretarial, organisational and administrational assistance. 

	Specifically, the position will be responsible for the following;

· Secretarial support 
· Organisational planning and support
· Office administration
· Telephone liaison
		
Duties	Plan
· Parish calendar, celebrations and events

	Do
· Telephone and door reception 
· Typing and photocopy of weekly church bulletin
· Maintaining baptismal and death registers
· Maintaining diary – baptisms/marriages
· Typing of marriage and baptism certificates
· Preparing correspondence for parish team as requested
· Preparation of funeral booklets as required
· Maintain office supplies
· General filing
· Maintaining databases, rosters and registers 
· Maintain the Working with Children register 
· Maintain the Parish MYOB accounting system 

Respond
· To anticipated needs
· To external enquiries 
· To requests for information
· To compliance issues as they arise
· Urgent risk management issues as they occur 
· To requests from the Parish Priest, Parish Pastoral Council Chairperson and Parish Finance Committee Chairperson



