	JOB DESCRIPTION 


	Job Title:  Parish Secretary 
	Job Holder:  Vacant 

	Job Location:  Parish Office, Parish of Mary Immaculate, Tyrconnell Road, Inchicore, Dublin 8.

	Reports to:  Parish Priest and Superior of House


	JOB PURPOSE:  Briefly describe the overall purpose or function of the job



	To provide a warm welcoming atmosphere to all visitors to the parish office. To provide administrative assistance to the Parish Priest and Parish Team.  To co-ordinate the work of reception staff to facilitate the smooth day to day running of the office.
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	General Administration
· As far as is possible the Parish Office should not be left unattended during Public Office hours.
· To develop and maintain an easy to manage filing system.
· Typing of letters and notes.
· Keep all existing parish records up to date.
· Take phone calls and deal with all messages left on parish phone.
· Receive members of the public/parishioners in the office during office hours in a courteous and welcoming manner.
· To order supplies, make bookings or phone calls for items and arrangements that are needed for the operation of the parish and the celebration of the liturgy.
· Ensure all Parish Registers are kept in a safe and secure location.
· Protect the confidential nature of information contained in Parish registers.
· To receive and record Mass Stipends both manually and electronically.
· To facilitate in office the purchase of mass cards, lotto tickets, etc.
· To facilitate the typing of  daily and weekend Mass intention schedule.
· To facilitate the typing of weekend Prayers of the Faithful.
· To Assist with the preparation and printing of the Parish Newsletter.
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	Baptisms

· Liaise with the Parish Priest/Team when taking in bookings for Baptisms
· Input baptism records on computer system.
· Write up Baptism Register.
· Issue Baptism certificates.
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	Confirmations

· Issue Confirmation certificates.
· Write up Confirmation register as soon as possible after confirmation ceremony.
· Notify other parishes of those confirmed in our Parish who were baptised elsewhere.
· Record confirmation notices from other parishes.
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	Weddings

· Liaise with the Parish Priest/Team when taking bookings for weddings
· Facilitate couples and the priest in getting wedding papers in order for the ceremony
· Issue Marriage Certificates
· Issue Letters of Freedom
· Write up Marriage register
· File all marriage papers before and after all weddings
· Record marriage ceremonies in parish Baptism register where necessary
· Notify Church of Baptism of party married in this Parish but not baptised here
· Record and return Marriage Notification Forms sent to this Parish form other parishes
· Ensure all marriage papers are kept in a safe and proper filing system
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	Funerals 
· Liaise with Parish Priest/Team when taking in funeral arrangements
· Write up funeral details
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	Finances

· Oversee Parish collections for lodgements on a weekly basis
· Write up all lodgements
· Look after and record the payment of bills, invoices and standing orders
· Take responsibility for Petty Cash Box
· Make and record payments from Petty cash
· Gather receipts for payments from Petty cash
· Prepare figure for a new lodgement to petty cash when required
· Order and prepare new boxes and labels for the Planned Giving Collection each year
· Help collectors with any enquiries and assistance they might need
· Accept Planned Giving Collections that collectors may leave at the office or other designated areas
Other Finance related duties may include
Weekly:

· Counting and preparation for banking of all planned giving monies through parish envelope scheme and one-off donations and recording these against individual parishioners’ names on appropriate accounts system.
· Accompanying priest to bank with Common Fund and SHARE collection monies, if necessary.
Monthly:

· Identifying all standing order donations on the bank statements and recording the amounts against the individual parishioners’ names on appropriate accounts system
· Pay mass supplies
· Bank all Stole fees and record on Diocesan Return (excel template).
· Record all income and expenditure items on computer system.
· Record all Common Fund, SHARE and Diocesan Collections in Diocesan Return
· Perform bank reconciliations
· Prepare income statement, for the Finance Report for Finance Committee

Finance Committee:

· Finance report – management report (in excel) of all income and expenditure for the month and a forecast for year compared with income and expenditure for previous 12 months. Provide information on bank balances and funds movement.

Quarterly:

· Stole fees returns and cheques for the Priests, the Parish and the Common Fund

· Perform bank reconciliations
Easter and Christmas:

· In addition to the distribution of Easter and Christmas Dues envelopes, the preparation for  banking of monies received and the recording of individual amounts against each individual parishioner in the appropriate accounts system, 
· Writing and mailing of thank you notes from the parish priest for Easter and Christmas dues
Annually:

· Prepare accounts for checking by external accountant
· Prepare summary report of annual income and expenditure to be available for parishioners to see
· Mailing of thank you notes to all planned giving contributors

· 
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	Ad Hoc Duties 

· From time to time, liaising with tradesmen for repairs and maintenance


The above contains the main outline of duties. However it is inevitable that tasks may arise which may not fall within the remit of the above list of main duties.  Staff members are therefore required to respond with a flexible approach when ad hoc tasks arise which are not specifically covered in their job description. Should an additional responsibility become a regular part of a staff member’s job, the Job Description will be amended to reflect this. 
	JOBHOLDER ENTRY REQUIREMENTS:  Identify the essential knowledge, skills and behaviours required.


	Knowledge (Education & Related Experience):

· At least 5 years previous administrative experience is required 
· IT Literate – MS Word, Excel, PowerPoint and Outlook 
· Database experience desired

	Key Behaviours:
· Ability to work on their own and as part of a team 

· Excellent organisational skills 

· A strong ability to multi task 
· Enthusiastic and motivated

· Proactive and uses own initiative

· Flexible 

· Ability to take direction


	KEY RELATIONSHIPS



	Internal
Parish Priest 

Members of the various committees
	External

Parishioners 
Members of the public using the church facilities 
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