)
.
+
L)

it SAINT ROSE OF LIMA PARISH

e i, R , AND MISSIONS OF MELROSE. & LIMA
l-IIIAR()M AN CATHOLIC. Office 226 S. Aflantic St
= Dl()CCSC()l*‘HClCll‘d Dillon, MT 59725-2717

Phone (406) 683-4391

Job Title: Parish Office Manager Prepared By: Fr. Gregory Lively — Pastor
Department: Parish Operating & Administrative Prepared Date: July 30, 2026

Reports To: Parish Business/Operations Mgr. Approved
By:

FSLA Status: Non-exempt Approved Date:

Purpose of Position: The Office Manager’s goal is to manage the day-to-day affairs of the church and to
perform administrative, bookkeeping, payroll and human resource responsibilities. This position provides vital
support for the pastor, parish staff, parish councils, and committees on a daily basis. Additionally, this person
is responsible for identifying opportunities and assisting in the planning of “Parish Life” events that seek to
strengthen the parish community by welcoming new members, making current members feel welcomed. In
addition to his/her job tasks, the Office Manager must also create an environment that is inviting to visitors
passing through the parish office, as well as have a genuine servant attitude that includes the ability to
graciously handle unexpected or difficult situations. Because of the nature of the role, the person in this
position must demonstrate a high level of trust and the ability to protect the reputation and integrity of others
through strict confidentiality.

Essential Duties and Responsibilities:

Administrative

e Oversees the opening and closing of the office during parish business hours — turn on lights, flip
“open” sign, and make office ready for visitors.

o Oversees greeting of parishioners, visitors, and those seeking assistance at the front door and direct
them accordingly, providing a sense of hospitality and welcome, and proactively linking individuals
with appropriate staff.

e Oversees answering incoming phone calls, handle office mail, update print materials, maintain and
order office supplies, and assist those seeking information on Masses, Mass Cards, Parish
registration, and Sacramental preparation.

e Serve as primary contact for vendors as directed.

e Coordinate preparation of parties & individuals for funerals (such as the priests, music liturgist, funeral
hospitality, and funeral homes) as directed by pastor or business manager.

e Maintain church calendars, event scheduling, bulletin board, and church email. Maintain church
records, files for memorial gifts, acknowledgements, prayers requests, baptisms, etc.

e Complete and publish the parish weekly bulletin. Assist in the upkeep and maintenance of the parish
website.

e Attend regularly scheduled staff meetings.

e Serve as liaison between the parish business/operations manager, Pastor and all ministries of the
parish for coordination of administrative issues.

Bookkeeping
e Oversees the accounting infrastructure such as cash accounts, payroll, vendors, and bank
reconciliation.
e Responsible for preparing reports and participating in the Parish Pastoral and Finance Committee,
seeing that proposals, ratified by business mgr. and pastor, are effectively carried out.
e Oversee Collection Count and Camino/Give Central Databases:
o Weekend collection count and deposit process,
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o Donations to Camino database accounts,
o Managing of the Camino parishioner database,
o Managing of online giving process through Camino/GiveCentral

Accounts Payable:
o Enter invoices or vouchers and write checks to pay in a timely manner.
o File invoices and vouchers.
o Reconcile bank accounts monthly.
o Maintain files of invoices, correspondence, and reports.
e Payroll:
o Enter new employee information and keep employee information updated.
Collect time sheets from each Ministry employee.
Calculate monthly payroll and process paychecks.
Complete additional payroll-related uploads, such as retirement contributions (to NWPS).
Ensure that payroll company (Paylocity) makes payroll tax payments after each pay period.
o Ensure that payroll company (Paylocity) makes state and federal tax reports each quarter.
e Statements and Reports:
o Prepare monthly and annual financial reports for the diocese, the Finance Council, and the
Pastoral Council.
o Prepare monthly, quarterly, and annual government reports.
e Annual Catholic Appeal and Parish Capital Campaign:
o Assist in planning and promoting the Annual Catholic Appeal and filing all required
statements to the diocese and assist in preparing mailings.
o Maintain records and make deposits for a Capital Campaign and assist in mailings
e Assist with the development of the fiscal year budget.
Complete other bookkeeping duties as instructed by the business manager and Pastor.
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Human Resources
¢ Maintain accurate and up-to-date personnel files, compensation and benefit packages: ensure
ongoing legal compliance.
e Assist the Pastor in recruiting, hiring, evaluating, and terminating employees, in accordance with
Diocesan guidelines.
Assist the Parish Safe Environment/Virtus coordinator with his/her duties
Facilitate employee healthcare enroliment, paperwork and follow-up for benefits.
Process worker's compensation paperwork and review worker’'s comp claims.
Research new business procedures, computer tools, and anything else related to office management,
benefits programs, and all other Human Resources related functions.

Competencies:

Better Health

Develops self and others by continually improving health through all aspects of physical and mental well-
being.

Service

Committed to excellence in customer service. Is attentive to detail and accuracy and looks for improvements
continuously. Monitors quality levels, finds root cause of quality problems, and owns/acts on quality problems.
Collaboration

Works well with others and displays team-oriented behaviors in all interactions. Actively works to create a win-
win environment, and treats customers and other partners with respect.

Innovation

Generates new ideas and challenges the status quo. Supports change, solves problems creatively, and
encouraged creativity in others.

Caring
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Demonstrates concern for others. Shows respect for our church parishioners, coworkers, and business
partners.

Integrity

Deals with others in a straight forward and honest manner. Is accountable for actions; maintains
confidentiality, and behaves in a manner consistent with the diocesan Code of Business Ethics and Conduct.
Adaptability/Flexibility

Adapts to change, is open to new ideas, takes on new responsibilities, handles pressure, adjusts plans to
meet changing needs.

Communication

Communicates well both verbally and in writing, creates accurate and punctual reports, delivers
presentations, shares information and ideas well with others, and has good listening skills.

Job Knowledge

Understands duties and responsibilities, has necessary job knowledge, has necessary technical skills,
understands diocesan mission/values, keeps job knowledge current, and is in command of critical issues.
Problem Solving/Analysis

Breaks down problems into smaller components, understands underlying issues, can simplify and process
complex issues, understands the difference between critical details and unimportant facts.

Productivity

Manages a fair workload, volunteers for additional work, prioritizes tasks, develops good work procedures,
manages time well, handles information flow.

Teamwork

Meets all deadlines and responsibilities, listens to others and values opinions, helps leader to meet goals,
welcomes newcomers and promotes a team atmosphere.

Qualifications:

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The
requirements listed below are representative of the knowledge, skill and/or ability required. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience:
Minimum Requirements:
Associate’s degree in business, management, accounting, or related field.
Practicing Catholic in good standing.
Thorough working knowledge of Microsoft Office Suite, with advanced knowledge in MS Excel.
Working knowledge of Quickbooks, Quickbooks Online, Adobe, and Google products.
Strong interpersonal and administrative support skills.
Effective verbal, writing, editorial, and publishing skills.
Self-initiating and possesses excellent organizational skills.
e Completion of VIRTUS Protecting God’s Children training requirements.
Desired Qualifications:
e Three to five years of financial and administrative experience, or equivalent education/experience.
¢ Understanding of financial practices of a Catholic parish.

Physical Demands:

The physical demands described here are representative of those that must be met by an employee to
successfully perform the essential function of this job. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently required to stand, walk, sit, talk, and hear.
The employee must occasionally lift and/or move up to 30 pounds.

Work Environment:
The work environment characteristics described here are representative of those an employee encounters
while performing the essential functions of this job.
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This position functions in an office environment with many interruptions. The noise level in the work
environment is usually moderate.

The above statements are intended to describe the general nature of the work being performed by employees
in this position. They are not intended to be an exhaustive list of all duties, responsibilities, and qualifications.
St. Rose of Lima Parish and Missions reserves the right to amend and change responsibilities to meet
business and organizational needs as necessary.

| am able to perform the essential functions of this position with/without accommodations.

Employee Signature: Date:
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