CAREER OPPORTUNITY for D DO CECE

Receptionist (Part-time) ﬂ@;}\ ¥ ofCalgary
Ascension Catholic Parish, Calgary

OVERVIEW

The Receptionist is considered a key member of the parish team and often represents the face of
the Pastor to parishioners and visitors. The Receptionist is responsible for the full range of job
duties as outlined below and as appropriate for the job setting. Strong people skills, exceptional
organizational abilities, verbal and written communication skills and exceptional attention to detail
are required.

RESPONSIBILITIES

e Monitor and manage voicemail and email communications on behalf of the Pastor.

e Coordinate and maintain the Pastor’s calendar, scheduling appointments and meetings in
accordance with established priorities.

e Prepare and manage personal correspondence, documents, petitions, and other
administrative materials as directed by the Pastor.

e Arrange and coordinate regular meetings between the Pastor and various parish leadership
groups.

e Foster and organize the relationship between the Parish and Catholic Separate School
Board (CSSB) schools, including coordinating liturgies, classroom visits, and parish
participation at parent-teacher interviews, while ensuring ongoing communication with
the Sacrament Coordinator.

e Purchase all office supply, kitchen, and liturgical items.

e Organize the Parish Hall kitchen.

e Other related duties assigned to assist the Pastor in effectively guiding the Parish.

Reporting primarily to the Pastor and, when required, working under the direction of the
Administrative Assistant to provide general administrative support, including:

e Answer telephone inquiries and greeting visitors, while monitoring access to the parish
office and maintaining security awareness in the absence of volunteer receptionists.

e Provide administrative assistance to the Administrative Assistant and other parish staff as
required.

e Offer basic support for parish communications, including bulletin preparation and
Flocknote messaging, during the absence of the Communications Coordinator.

QUALIFICATIONS

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

e Frequent communication with the Pastor, and a willingness to keep processes and
communication flowing.

e Minimum one years’ experience in a similar role.



Knowledge of administrative and clerical procedures.

Knowledge of computers and relevant software applications (MS Office).
Knowledge of customer service principles and practices.

Strong organizational and time management abilities.

Strong attention to detail and proofreading skills.

Ability to work independently and as a member of a team.

Familiarity with the Diocese.

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

HOURS OF WORK

17 hours/week as follows: Tuesday to Friday: 9:00am - 12:00pm (3 hours daily); Sundays: 9:00am -
2:00pm (5 hours)

SAFE ENVIRONMENT

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

e Police Information Check (PIC)

* Praesidium Sexual Abuse Prevention online training modules

* Sign the Agreement to Model Code of Conduct

TO APPLY

Documents required as part of the application process include:

e 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)

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.
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