
Administrative Assistant – St. Andrew the Apostle Church,  

Gibbsboro/Voorhees, NJ 

Permanent Part-Time (30 Hours per Week – M-F) 

JOB DESCRIPTION 

Summary 

Under the direct supervision of the Pastoral Associate for Administration (Parish Administrator) this 

position provides administrative, and secretarial support for the Pastor, Parish Administrator, and 

other Staff when assigned. In addition to keyboarding skills, filing and scheduling, the Administrative 

Assistant performs duties such as financial record keeping, payroll, coordination of meetings and 

conferences, obtaining supplies, coordinating direct mailings, records Sacramental Registries, and 

works on special projects, including development and social events. Also, answers non-routine 

correspondence and assists parishioners and others with parish operational elements.  The 

Administrative Assistant assembles highly confidential and sensitive information. Proficiency in 

Microsoft office and QuickBooks is required.  Excellent communication and interpersonal skills is 

required to work with a diverse group of important external callers and visitors as well as internal 

contacts at all levels of the organization. Independent judgment is required to plan, prioritize and 

organize diversified workload, and recommends changes in office practices or procedures. Must 

have a grounded understanding of Roman Catholic practices. 

Essential Functions 

Reasonable accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

1. Schedules and organizes complex activities such as meetings, travel, conferences and 

department activities for all members of the department.  

2. Creates and develops visual presentations for the Pastor and/or Parish Administrator. 

3. Establishes, develops, maintains and updates filing system for the Parish. Retrieves 

information from files when needed. Organizes and prioritizes large volumes of information and 

calls. 

4. Sorts and distributes mail. Opens mail for the Parish Administrator. Drafts written responses 

or replies by phone or e-mail when necessary. Responds to regularly occurring requests for 

information 

5. Answering of phones which require excellent customer service skills. Takes messages or 

fields/answers all routine and non-routine questions.  Handles confidential and non-routine 

information and explains policies when necessary. 



6. Works independently and within a team on special nonrecurring and ongoing projects. Acts 

as project manager for special projects, at the request of the Pastor or Parish Administrator, 

which may include: planning and coordinating multiple presentations, disseminating information, 

coordinating direct mailings, creating brochures, coordinating special events including 

development initiatives and/or social or fundraising events. 

7. Coordinates division of workload with the Office Volunteers. 

8. Types and designs general correspondences, memos, charts, tables, graphs, business 

plans, etc. Proofreads copy for spelling, grammar and layout, making appropriate changes. 

Responsible for accuracy and clarity of final copy.  

9. Coordinates Mail merges using Microsoft Suite Package. Evidences proficiency in 

Microsoft Word, Excel, Power Point, Publisher.  Microsoft Access is a plus. 

10. Assist with Accounts Payable and Receivables, Budget construction and oversight, 

Payroll and Taxes.  Must have knowledge of Quick books.  Proficiency in Quick books is a 

plus. 

11.  

Required Education and Experience 

 [Indicate education based on requirements that are job-related and consistent with business 

necessity. See examples below.]  

High school diploma. One year of administrative experience.  

Preferred Education and Experience 

 [Indicate education based on requirements that are job-related and consistent with business 

necessity. See examples below.]  

Associate’s degree. Two years of related experience 

Bachelor’s degree.  Four years of related experience 

Application Submission:  Please submit Resume to : 

(Rev. Msgr.) Louis A. Marucci, D.Min., MSCM 
Church of St. Andrew the Apostle 
27 Kresson-Gibbsboro Road 
Gibbsboro, NJ 08026 
 
Resumes can be emailed to Pastor@ChurchOfSaintAndrews.org 
Questions or Clarifications: 856-784-3878 

mailto:Pastor@ChurchOfSaintAndrews.org

