The Episcopal Church of the Creator

7159 Mechanicsville Turnpike

Mechanicsville, Virginia 23111

(804)746-8765

web page: www.creatorfamily.net       e-mail:   creatorcontact@comcast.net
Parish Secretary: Job Description

Overview:

The purpose of the Parish Secretary is to provide ongoing attention to the day-to-day affairs of the church and to perform general office work that relieves the ministerial staff of administrative duties.
The Parish Secretary is often the first point of contact for the public, acting as the ambassador for the people of the parish and the representative of the Rector. To this end, the secretary must create a friendly and inviting atmosphere that evokes a sense of trust and quiet
assurance.

It is imperative that the secretary have a caring attitude with the ability to be both sympathetic to the individual and delicately objective when needed. They will be exposed to personal problems and hardships and must be able to separate personal feelings from the processes of the church.

The nature of the position calls for a high level of trust as well as the ability to protect the reputation and integrity of others through strict confidentiality. Personal concerns should be immediately shared with the Rector in order to maintain a healthy and proactive relationship
based on open communication.
Serving as Parish Secretary is a privilege in keeping with the most holy biblical tradition of servant role.   To this end, working with multiple volunteer ministries is expected, and the ability to graciously handle difficult situations or demanding individuals is essential.

Position Parameters:
Part time, Non-exempt

Hours: 
Monday – Friday, 9:00 a.m. – 12:00 p.m.  (15 hours per week)
Reports to:

    Parish Priest

Pay Rate: 

    $10.00 per hour

Requirements and Expectations

· commitment to the Mission, Vision and Values of the congregation
· leadership and compassion when working with both paid and volunteer staff
· effective written and verbal communication  skills 
· keen sensitivity to inter-office and public interaction needs
· strong independent work habits (self-starter with solid organizational abilities; effective interpersonal skills; the ability to multitask; and a firm sense of sincerity and discretion)
· willingness to attend enhancement training sessions as applicable and available
· familiarity with office machines and procedures; willingness to learn
· proficiency in keyboarding and computer skills
Main Duties Include:

· Maintain: church records, membership directory, email directory, Annual Parochial Reports, membership records, visitor records, parish registry, memorial records, on-line church calendar
· Prepare: Annual Meeting report and packet 

· Collect and Relay:  credit card expenditures to Parish Treasurer 

· Facilitate: pastoral records/certificates (baptisms, marriages, funerals, new members)
Additional Duties Include:

Good News Letter 
o       o       Collect articles, edit, and prepare final copy
· o        Facilitate assembly, labeling, and bulk mailing
· o        Coordinate volunteer efforts
Bulletin (for all services)
· o        Prepare weekly bulletins
· o        Coordinate announcements, calendar, participants, and volunteers
· o        Facilitate mailing to shut-ins
Occasions
· o        Prepare bulletins
· o        Coordinate with volunteers and staff for needed services
Office Coordination
· o        Provide first-rate reception (answer phones, greet visitors and members)
· o        Handle walk-in and phone requests for assistance
· o        Maintain an orderly filing system
· o        Order needed supplies & stamps
· o        Maintain and upgrade all office machines
· o        Keep bulletin board updated and neat 
· o        Maintain petty cash funds, credit card receipts, reimbursement forms
· o        Liaison with Pledge Secretary and Treasurer
· o        Coordinate volunteers as needed
· o        Mail processing and distribution
Facility Coordination
· o        Coordinate requests and Church calendar
· o        Coordinate with Rector’s calendar
· o        Uphold policies for building and manage applications for use
· o        Liaison with school use and needs
· o        Supervise janitorial service
· o        Maintain supplies for unisex bathroom
 

The Parish Secretary reports to the Rector and works closely with the Music Minister and volunteers.  There is a 90-day evaluation period, after which time a performance evaluation will be conducted. If there is need on the part of the Secretary or the employer to terminate employment, two weeks’ notice will be required for separation. The Secretary will participate in an annual performance evaluation and review. 

The above information is adaptable to the position and the ever-changing needs and process of the Church life.
