
A R C H D I O C E S E    O F    D E T R O I T
	CENTRAL SERVICE OFFICES
	           JOB DESCRIPTION

	Position Title: Administrative Assistant to the Archbishop’s Priest Secretary

	Department/Office/Division:    Archbishops Office


	Title of Immediate Supervisor:
Archbishop’s Priest Secretary
	Prepared by/Date: Fr. James Grau / March 2019

	Title of Positions Supervised:  None
	Work Location:          Hours Authorized:
Chancery                                 35 

	Approved by/Date:  Chantale Stevenson/ 03/2019
	Classification:                            Grade Level:  
Hourly / Non-exempt                             6


BASIC FUNCTION OF POSITION
Provide administrative support for the team in the Office of the Archbishop with major emphasis on assisting the Archbishop’s priest secretary.


ESSENTIAL DUTIES AND TASKS REQUIRED BY THIS JOB
· Act as a private, confidential administrative assistant to the Archbishop’s Priest Secretary on Archdiocesan administrative matters, including handling and processing highly confidential material.

· Process incoming and outgoing correspondence for the Archbishop’s Priest secretary, including e-mail, transcription, editing, proofing, typing, and formatting of documents and letters.

· Maintain database and generate letters of routine correspondence for the office in conjunction with the Archbishop’s executive administrative assistant.

· Type correspondence for the Archbishop which the Archbishop’s Priest secretary handles at the Archbishop’s request, and for the Archbishop’s Priest secretary as requested.
· Maintain the filing system for the Archbishop’s Priest Secretary; retain responsibility for the physical security and confidentiality of said files, teaming with the executive administrative assistant.

· Handling, processing, and coordination of heavy volume of telephone calls in a friendly, yet businesslike manner, in the spirit of joyful missionary discipleship.

· Assist in the preparatory coordination of liturgical and other special events in which the Archbishop is a participant.

· Responsible for the preparation of Adult Confirmation at the Cathedral in spring and fall.

· Assist with the preparatory arrangements for special events for which the Archbishop is a host (e.g. the Chrism Mass luncheon, Christmas dinners, and events at SHMS or St. John’s Inn for bishops’ gatherings and other conferences).

· Processing papal blessing requests and requests for audiences with the Holy Father.

· Assist in processing and finalizing the dispensation files, including scanning, updating, and mailing to parishes.
· Generate check requests and monitor expenditures to assure adherence to budget limitations.

· As needed, help arrange for equipment repair, office supplies, and publications for office. Enter subscription and do follow-up as necessary.

· Occasionally assist in preparing hospitality for longer meetings at the office.
· Maintain a neat and organized office (both personal and general office space).

· Perform other related duties as assigned, as delegated by the Archbishop’s priest secretary. 
SPECIAL AND/OR PERIODIC TASKS
· As needed, assisting the executive administrative assistant in opening, sorting, handling, and annotating all incoming mail and documents, and handling travel arrangements for the Archbishop and the Archbishop’s Priest secretary. 
QUALIFICATAIONS

· Associates degree or two years college in secretarial science or general business or equivalent.
· Must have a minimum of five years secretarial experience.

· Requires typing of 55 wpm, proficient in the Microsoft Office Suite including Word, Excel, and Outlook.

· Must have excellent grammar, spelling, punctuation, and composition skills.

· Must have experience working with multiple tasks, strong organizational, communication, and listening skills.
· Requires significant attention to detail and the ability to foresee and be proactive in addressing needs with minimal prompting or oversight
· Must have access to reliable transportation

· Must be Roman Catholic able to make Profession of Faith and receive formal appointment as ecclesiastical notary under Canon Law.

· Must take Oath of Confidentiality and be able to maintain strict confidentiality while handling highly sensitive material.  
ADDITIONAL REQUIREMENTS
· Must be willing to consent to a criminal background check

· Must be willing to attend a Protecting God’s Children workshop

· Must be willing to complete skill assessments prior to an interview

