
Diocese of Sacramento 

JOB DESCRIPTION 

PARISH: Our Lady of Grace 

POSITION: Parish Secretary 

CLASSIFICATION: Non-Exempt 

SCHEDULE: 25 hours/week (8 AM to 1 PM M-F) 

SUPERVISOR: Pastor 

Position Content 

A. Secretarial Duties 

 schedule appointments; accurately relay 

messages. 

 

 

 

 

sh facilities. Develop and maintain a calendar that identifies the time, 

date, name of organization as well as room scheduled to use. 

 

pplies. Ensure that all informational packets, fliers, 

registration forms, etc. are kept up-to-date and available. 

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

locked, and all appropriate lights are off. 

B. Sacraments and Services 

that all requirements are fulfilled and necessary documents submitted in a timely 

manner. 
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baptism preparation classes; create certificates. 

.   

y forms and payments are received on 

time; create certificates; mail marriage license to county. 

on time.  

leads for 

sacramental and special Masses. 

C. Church Bulletin/Weekly Mass 

Masses. 

Gather and edit the content and layout of the bulletin and 

complete the bulletin in time for final printing. 

 

 

D. Faith Formation 

t parents have 

received and accurately completed all necessary forms and that fees have been 

received. 

 events related 

to the Faith Formation program. 

ommunion, Confirmation, and RCIA. 

E. Database Entry & Record Keeping 
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mily changes. 

 

F. Other 

 

 

 and ensuring that proper 

paperwork is completed by those requesting funds. 

tain organization in the office. 

 

special events, and fundraisers. 

assistance supported by the parish and/or through referring persons to and/or through 

charitable social agencies/organizations. 

 the job that the pastor/parochial administrator may request. 

  


