Parish Administrative Assistant – Parish of Central Saanich
Job Description (Draft # 2)

Overview

The Parish Administrative Assistant for the Parish of Central Saanich which includes the churches of St. Mary and St. Stephen, works collaboratively as part of a team with clergy, wardens, staff, parishioners, and community partners to serve both the church and the community.  The Parish Administrative Assistant is responsible for managing a welcoming, efficient Church Office environment where information is easily available, communications are clear and timely, and facilities are safe, clean and well-functioning.  This position contributes to a positive working atmosphere, supporting the parish and its activities.

The incumbent and a warden are jointly responsible for the overall supervision and review of the position.  The primary responsibility is to assist the incumbent and wardens in the administration of the parish.

Work 20 hours per week from 8:30 am to 1:30 pm daily, Tuesday to Friday.

A 3-month probation period will be part of the appointment process.

Requirements

This position has been evaluated as included in the High-Risk ministry category as defined by the Diocesan Safe Church policy.  A Criminal Record Check with Vulnerable Sector Search is required.  Also required is Safe Church training and a signed authorization of having read the necessary diocesan policies before commencing employment.

Duties include but are not limited to:


Reception

Handle telephone and email inquiries.

Sort and handle incoming and outgoing mail.

First point of contact for office visitors – greeting and assisting parishioners, and visitors, offering presence, answering questions, and listening to concerns while discerning how much of your time is appropriate to spend, given your schedule, responsibilities, and workload.

Schedule and anticipate arrival of meeting attendees.

Ensure common areas are tidy and professional.

Receive deliveries and pick-up mail, as required.

Administration

Prepare, proofread, format, and print time sensitive documents such as service outlines, bulletins, readings, AGM reports, and annual reports to the Synod Office.

Prepare liturgical reading list and Volunteer and Clergy schedules, with Eucharistic Prayer rotations etc.  Interfaces with volunteers and ensures the schedule for Readers, Worship Assistants, Sides Persons, Prayer Ministries and Coffee teams are filled.

Coordinate weddings, funerals, and baptisms with the Incumbent, including entering information into the registry and completing certificates.  Prepares marriage and funeral bulletins as required.

When planning for a funeral and under the direction of the Incumbent, contact: Altar Guild, music director, sides people, lay assistant, kitchen team.

Report and obtain music copyright licenses.

Maintain member database, parish distribution lists and phone directories.

Maintains parish registries with the Incumbent: Marriage, Baptisms, Confirmations, Deaths.  

Prepares Marriage, Baptismal certificates and Godparent packages as needed.

Recordkeeping and file management – electronic and hardcopy.

Support wardens and treasurer with printing, photocopying, scanning, and collating.

Collaborate with wardens to monitor, maintain, and purchase supplies for office, janitorial, kitchen, and parish.

Manage security system alarm codes and key distribution and liaise with alarm company.

Update and streamline processes, systems, and spaces.

Transpose the musical selections and citations into the weekly service bulletins.

Maintains all ministry position/ job descriptions for paid Parish staff and parish volunteers, as directed by the Incumbent and Wardens and reviews them annually with the Wardens to ensure they are up to date.

Assists and supports the Parish Safe Church Coordinator in facilitating prompt compliance with Safe Church requirements, including risk assessments with respect to job descriptions.


Technology

Manage with the warden and treasurer, office equipment and service contracts (internet, security alarm, phone system, photocopier/printer/scanner, etc.)

Global Administrator for the parish Microsoft 365 account (Word, Excel, Outlook, Sharepoint, Teams, Powerpoint, Forms, etc.).
- set up email addresses and transfer emails after annual elections.
- create and maintain users, contacts, and group distribution lists.
- troubleshoot technology issues and contact tech support as required.
- syncing OneDrive with desktop applications, if applicable.
- handle security alerts.

Ensure all required software, licenses and memberships are maintained (Zoom, Vimeo, etc.)


Communications

Prepare and distribute weekly e-newsletter and other parish notices.

Collaborate with the Incumbent to update website and social media (e.g. Facebook) pages.

Create event announcements, post them on the website, and share them with other parishes and the synod office as required.

Create E-mail blasts.

Post videos as required.

Create notices, event posters, and such using canva.com and or collaborating with John Beresford and the Incumbent.

Provide advertising content as required.

Collaborate with the Incumbent to cultivate a friendly relationship with local press to cultivate and encourage coverage of Church events and special services, concerts, events and any advertising in local papers and the Faith Tides or social media.

Manage the voice mail message on the church telephone to reflect that accurate, pertinent information is conveyed.

Sends out appropriate urgent and emergent messages in collaboration with the Incumbent.

Maintains communications with Synod Office as required.

Maintains communication with Church groups and ministries and acts as a liaison for parish members, committees and groups as needed.


Facilities

Coordinate facility bookings and maintain parish calendar in conjunction with the wardens (internal and external).

Coordinate and support site setup, take down, and cleanup for meetings and events with other people/volunteers.

Coordinate with cleaning staff, ensuring facilities are clean and well-maintained.

Ensure the church’s buildings and grounds are maintained.  Co-ordinate with the operations committee people and or wardens.

Maintain a list of local proven contractors.

Manage short-term rentals, monitor rental contracts, and liaise with regular renters as needed.


Financial

Maintain electronic parish records.

Assist with financial communications, reporting, and planning.

Ensure regular bank deposits are made.

Update and oversee the donation platform in coordination with the Treasurer.

Assist with accounts receivable and payable in coordination with the Treasurer.

Prepare cheques for signature in coordination with the Treasurer.

Process expense forms in coordination with the Treasurer.

Issue donation receipts for occasional donors in consultation with the Envelope Secretary and the Treasurer.

Assist Bookkeeper, Envelope Secretary and Treasurer with financial record-keeping.

Works with the Incumbent, Wardens, and Treasurer to prepare and send the Parish Annual Return (PAR) to the Diocese by the specified date. 

Supports the Incumbent in facilitating payroll requirements to the Diocese.


Programs, Events, and Projects

Provide assistance and administrative support to programs, events, and projects, as required.

