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Parish Administrative Assistant Job Description 

 

Summary 

St. Peter’s Episcopal Church is seeking permanent part-time (12-15 hour per week) Parish Administrative Assistant 

to support the parish office and the church staff. The Parish Administrator is often the first point of contact when 

people stop by, call, or email the church. 

Essential Duties and Responsibilities: 

 Collaborate with the rector (priest in charge) to produce weekly service bulletins; integrating readings, 

updates to the prayers, current announcements, and music into each week’s bulletin. Help prepare 

bulletins for special services as needed. 

 Prepare materials for lay readers, intercessors, and ushers each week. 

 Provide administrative support to the Rector, the Music Director, the Vestry, and the Altar Guild. 

 Responsible for answering phone and email messages and retrieving and sorting mail.  

 Work with the Rector to keep the website, church calendar, and parish roster up-to-date. 

 Keep parish records up to date and enter data into Church Windows. 

 Maintain and distribute keys to the building. 

 Order and maintain office supplies and equipment. 

 Prepare quarterly ministry schedule. 

 Communicate with the Wardens and Vestry. 

 Assist Rector in preparation of the Annual Report and Parochial Report. 

 Participate in Safeguarding God’s Children and God’s People training and screening as required by the 

Diocese of Iowa. 

Qualifications and Salary 

A high degree of proficiency with computers and with Microsoft Office, including Publisher is desired. Familiarity 

with the Episcopal Church is preferred, but not necessary. Candidates should be detail-oriented and possess 

organizational skills as well as strong oral, written, verbal and interpersonal skills. They must have the ability to 

maintain confidentiality. Salary is negotiable based on experience. 6 days paid vacation and 6 days paid sick leave. 

Reports to: 

The Parish Administrative Assistant reports to the Rector. If there is no Rector, the Parish Administrative Assistant 

reports directly to the Wardens. 

Hours: 

It is expected that the Administrative Assistant will work 12-15 hours per week in performing any of the above 

responsibilities in service of St. Peter’s.  

Contact: 

Please send a resume and cover letter attn. Rev. Meg Wagner to saintpetersbettendorf@gmail.com.  
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