ROMAN CATHOLIC

DIOCESE
of Calgary

CAREER OPPORTUNITY for

Administrative Assistant (Full-time)
St. Bonaventure, Calgary

OVERVIEW

The Administrative Assistant is considered a key member of the parish team, representing the
face of the Parish to parishioners and visitors. The Administrative Assistant is responsible for the
full range of job duties as outlined below and as appropriate for the job setting. Strong
interpersonal skills, exceptional organizational abilities, verbal and written communication skills,
strong computer and administration skills, and exceptional attention to detail are required.

RESPONSIBILITIES

Reception

e Answers phones and responds to emails or phone queries as necessary

e Welcomes visitors and callers in a professional and respectful manner

e Determines visitor and caller needs or requests and may respond to their inquiries/request
or refer them to the Pastor or other appropriate individual

Secretarial
e Provides secretarial support to the Pastor and other staff as needed
e Schedules parish facilities by maintaining a calendar that identifies time, date, name of
organization, specific facility or room and the use of keys for the facility
e Provides appropriate follow-up for the Parish Pastoral Council
e Provides general support to parish committees
e Updates the white board schedule
e Prepares regular and bulk mail outs
e Responsible for office equipment maintenance and upkeep (e.g. telephone system,
photocopiers etc.)
e Restocks donation envelopes in church pews
e Secures the church at end of day

Records Management

e Maintains entries of new registrations, listing of registered parishioners

e Maintains parish records and files using an appropriate management system (both paper
and electronic records/files) i.e. Parish Friendly

e Manage Volunteer Screening requirements according to established policies and
procedures (i.e. Vulnerable Sector Police Information Checks, Praesidium online Sexual
Abuse Prevention training)

Communications

e Proofreads the parish weekly Flocknote

e Prepares forms and other documents (i.e. brochures) as directed
e Updates the parish website on a regular basis



Purchasing/Inventory

Maintains office inventory and orders office supplies, sacristy and sacramental supplies
Maintains list of suppliers/vendors

QUALIFICATIONS

Completion of a High School Diploma with a Diploma or Certificate in Administration an
asset

Minimum two years’ administration experience

Intermediate MS Office products such as Word, Excel, PowerPoint, Outlook
Ministry experience is an asset

Knowledge of administrative and clerical procedures

Strong organizational and time management abilities

Strong attention to detail and proofreading skills

Excellent customer service

Excellent written and verbal communication skills

Strong interpersonal skills — ability to work cooperatively with parish staff, volunteers,
Church members and guests

Ability to work independently and as a member of a team

Displays a high level of energy and positive attitude towards their work

HOURS OF WORK

Monday to Friday; 8:30 a.m. - 4:30 p.m. (includes 1 hour unpaid lunch break)

SAFE ENVIRONMENT

In support of the Safe Environment Program, this position is required to obtain or complete the
following:

Police Information Check (PIC)

Praesidium Sexual Abuse Prevention online training modules
Sign the Agreement to Model Code of Conduct

WHY SHOULD YOU APPLY?

Comprehensive benefits package

Vacation and paid sick days available after 3 months
RRSP after 3 months of employment

Personal/Flex days

Opportunities for employee development

TO APPLY

Documents required as part of the application process include:

A completed application form - Download here: https://www.catholicyyc.ca/careers.html
Resume

Three (3) reference checks (will only be contacted if you are selected as our final
candidate)



https://www.catholicyyc.ca/careers.html

Applications should be submitted by e-mail to: Careers@calgarydiocese.ca. No phone calls
please.

Applications will be accepted until noon on Monday, July 13, 2026. Only applicants who are short-
listed for an interview will be contacted directly by our office. We thank all applicants in advance
for their interest.


mailto:Careers@calgarydiocese.ca

