
 

Catholic Parishes 
of Arlington 

 

 
 Position Description  

 

 

TITLE: Collaborative Office and Communications Manager            DATE: July 2020 
 
REPORTS TO: Director of Evangelization 
                               

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 Office and Communications Manager (OCM) is a 
new role requiring the handling of a variety of tasks that ensure the smooth daily 
operations of the collaborative. Overseeing the production and maintenance of 
electronic, social and printed media, facilitating communication with the clergy, 
archdiocesan agencies, parishes and other organizations, and generally assisting the 
Pastoral Staff. Oversees and approves all parish communications. 
 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

 Supervise Administrative Assistant 

 Assist with the pastoral ministers on daily operational activities and project 
management. 

 Organize office supplies and the maintenance of office equipment 

 Maintain inventory of sacramental and maintain a working relationship with the 
sacristans 

 Manage the internal and public calendars (Google) 

 Update parish databases using management software (ParishSoft) 

 Plan, organize, create, and send the weekly bulletin (LPI) 

 Create content for social media (Facebook, Twitter, Instagram, LinkedIn) 

 Administration of the weekly Email Newsletter (Mail Chimp) 

 Maintain and update the collaborative website (eCatholic) 

 Keep volunteer list up-to-date. Ensure all volunteers are annually CORI’ed, have 
signed a Ministerial Code of Conduct, and submit to the Diocese as required 

 Performing other duties as assigned 
 

QUALIFICATIONS: 

 Firm understanding of our church’s vision and mission. Commitment to 
evangelization 



 Experience in office management or an administrative role 

 Excellent communication and people management skills 

 Proficiency in Microsoft Office, data management software, and the Google Suite 
required 

 Excellent organizational and time management skills 

 Ability to multitask and prioritize 

 Self-starter with strong problem-solving skills 

 Detail-oriented and ability to multitask  

 Ability to professionally communicate effectively, both verbally and in writing, 
with staff, volunteers, and parishioners 

 Creative eye for producing promotional materials  
 B.S. or B.A. Degree is preferred 

 
 

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. 

 
 


