
 

 

Catholic Parishes 
of Arlington 

 

 
 Position Description  

 

 
TITLE: Collaborative Administrative Assistant       DATE: July 2020 
 
REPORTS TO: Collaborative Office and Communications Manager (OCM) 
 

The Catholic Parishes of Arlington is a collaborative of St. Agnes and St. Camillus 
Parishes in Arlington, Massachusetts - a family friendly, historic community, featuring 
the Minuteman Bikeway, parks, and restaurants. The Catholic Parishes of Arlington 
strive to spread the Gospel through prayer, study, generosity and evangelization. We 
are members of the Dynamic Parish Initiative and have a pre-K through grade 12 
school. Every member of our staff is expected to work collaboratively, to evangelize 
through their particular role, and to be a living witness to the Gospel. 
 
JOB PURPOSE:  The Collaborative Administrative Assistant handles all administrative 
duties for the collaborative office. This person is the welcoming face/voice that 
parishioners and visitors encounter when they enter the parish offices, is discrete in 
his/her action, and views their position as one of ministry, hospitality, and 
evangelization. Must be professional, organized, and willing to learn. 
 

ESSENTIAL DUTIES AND RESPONSIBILITIES:   

 Provide reception services for the collaborative office 

 Handle routine questions about policies and refers to Pastor, Evangelist, or other 
Team members when required 

 Handle record-keeping, filing, data management, and scheduling 

 Provide administrative support to other ministries and projects as needed 
 Assist with collaborative correspondence and communications 

 Other duties, as needed (ex. Coordinating ministry schedules, submitting CORI 
requests, etc.) 

 Support the mission of the parishes in prayer and is an example of living faith 

 
QUALIFICATIONS: 

 Bachelor’s or Associate’s degree a plus 

 3-5 years in general office setting with administrative experience 

 Proficiency in Microsoft suite software required. Experience with ParishSoft a 

plus  

 Well organized, able to multitask, and effectively work in a changing 
environment 

 Experience handling confidential, sensitive, timely, and critical matters using 
good judgment, tact, respect, and discretion required 



 

 A high level of proficiency communicating effectively through email and/or  
telephone 

 A strong understanding of their role in evangelization is critical 

 Must be willing to support the mission and vision of the Roman Catholic Church 
and a Catholic in good standing, practicing, and faithful to the Sacraments 

 
PHYSICAL PERFORMANCE ELEMENTS: 

 Ability to use a computer keyboard for up to 8 hours/day. 

 Ability to sit for up to 8 hours/day. 

 Ability to lift up to 20 pounds. 

 Maintain a professional, modest,  and welcoming appearance. 
 

The duties and requirements described above are representative of those encountered during 
performance of the essential functions of this job. Reasonable accommodations may be made to 
enable qualified individuals with disabilities to perform the essential functions. 
 
 
 
 
 


