Position Description

Position Title:		Parish Secretary

Location:			St Martin of Tours Parish Macleod/Rosanna

Employment Status:	Part time – 3 days per week (Mondays, Wednesdays & Thursdays (19.5 hours per week)

Reports to:			Parish Priest
There is an opportunity for an experienced Parish Secretary to undertake office administrative functions at St Martin of Tours Parish of Macleod in a part-time role reporting to the Parish Priest. The role of the Parish Secretary will be to build solid relationships and work collaboratively to provide support to the Parish Team, Volunteers and Parish School.
The successful applicant must be well motivated to work for the Church and ideally possess a strong commitment to its practices and values. He/she must be able to recognise and respect the pastoral aspect of the Parish and an understanding of liturgy/sacraments would be highly advantageous.
This is a part-time (on-going) role working 19.5 hours per week on Mondays, Wednesdays and Thursdays. The successful applicant will work with the Parish Priest, Parish Team, and volunteers. Terms and conditions are governed by the Archdiocese of Melbourne.
Key Responsibilities
· Reception – welcoming all on site visitors and assisting or directing them to where they need to be
· Answering incoming telephone calls and either addressing queries where possible or directing the caller to the appropriate person who can help them
· Monitoring voice mail boxes and email inbox to ensure that queries are responded to in a timely fashion
· Managing Parish calendars – church bookings for funerals, baptisms, weddings, any other events, school & parish groups
· The collating and distribution of relevant Parish documents including digital and hard copy filing
· Arrange supply priests whilst Parish Priest is on annual leave or away from Parish
· Actively supporting the Parish Priest in the day-to-day operation of the Parish. This also includes helping families operate the Audio-Visual system in the Church during weekday funerals.
· Coordinate Baptism Preparation Program
· Preparation of weekly Parish Newsletter
· Manage Parish Website / Parish Social Media
· Preparation of Liturgical Rosters as well as printing & emailing to Parishioners
· Maintaining Contact lists for all the volunteer groups
· Assist with advertising the Stewardship Campaign
· Maintaining and administering PACEM system (including Baptism & Death Registers)
· Provide administrative support pertaining to the liturgical and sacramental life of the Parish
· Provide administrative support pertaining to Parish Groups and Ministries as required including assisting the Safeguarding team with WWCC and Code of Conduct.
· Attend meetings as requested
· Other tasks as directed by the Parish Priest
Key Requirements
· Good written and verbal communication skills with ability to relate to a variety of people.
· Ability to build positive and collaborative relationships with others.
· Confident working knowledge of Microsoft office application (including Word, Excel, Outlook, PowerPoint, Publisher). PACEM and XERO a bonus, but training will be provided.
· Demonstrated commitment to the mission and values of the Catholic Church
· Develop and maintain a sound working relationship with volunteers and coordinate the volunteer groups where necessary ensuring a strong pastoral focus in the parish.
Personal Attributes
· Respect for the mission, identity and core values of St Martin’s community, hospitality and service to all who engage with the Parish
· Understanding of the churches teaching and ability to incorporate it their daily activities
· A welcoming “Can Do” attitude
· Professional personal delivery and appearance
· Ability to see when something needs to be done and proactively address the area of concern
· An enjoyment of continuous improvement – always looking for better ways of doing things
· A strong sense of pride around efficiency and quality (accuracy) of delivery
· The ability to build positive and collaborative relationships with other employees
· Openly seeks feedback on own performance with a willingness for personal development
· A strong focus on ensuring all employees at St Martins work in a healthy safe environment both physically and psychologically
· A high level of integrity, honesty and confidentiality
Other Relevant Requirements
· Working with Children Check
· Police Check (new Check required)
· Annual acknowledgement of the expectations and responsibilities outlined in the Safeguarding Children and Young People Code of Conduct.
· Successful completion of the Catholic Archdiocese of Melbourne’s Safeguarding Essentials online training module annually.
· Valid Driver Licence
Integrity in the Service of the Church
Integrity in the Service of the Church aims to help employees reflect on and uphold Christian vision and values in all relations and actions. The principles and standards which make up the Integrity in the Service of the Church are extensions of five basic principles for the Church employees in which they:
1. Are committed to justice and equity
2. Uphold the dignity of all people and their right to respect
3. Are committed to safe and supportive relationships
4. Reach out to those who are poor, alienated and marginalised
5. Strive for excellence in all their work
Position Description Acknowledgement
I have received, reviewed and fully understand the position description for Parish Secretary. I further understand that I am responsible for the satisfactory execution of the essential functions described therein, under any and all conditions as described.

Employee Name ______________________________	Date ______________

Employee Signature ___________________________


The Archdiocese is committed to the safety, wellbeing and dignity of all children and vulnerable adults.

