
St. Ladislas Church 
Westlake, Ohio 

Position Description-Office Manager 

Introduction: The position of Office Manager is integral to the overall operation of the parish office. The 
individual in this position reports directly to the pastor and is accountable to him on a daily basis for the 
performance of the responsibilities enumerated herein. As noted below the specific responsibilities of the 
position encompass those related to the overall operation and supervision of the parish office and its personnel, 
as well as those duties essentially of the secretarial nature. This is a full time, 40 hours per week staff position 
which carries with it a salary and benefits appropriate to the nature of the work required. 

Reports to:  Pastor 

Hours:  Monday – Friday 9:00am – 5:00pm 

Specific responsibilities of the Position of Office Manager include, but are not limited to the following: 

 In consultation with the pastor provides immediate supervision and direction to other parish personnel 
having responsibilities associated with the parish office, including clerical assistants, office assistants 
and the like. 
 

 Trains and schedules evening and weekend office assistants and arranges for substitutes when necessary. 
 

 Provides assistance to members of the ministerial staff to ensure that projects are promptly assigned and 
completed in a timely and professional manner with resources available within the parish office. 
 

 Schedules and provides direction and assistances to office volunteers on an as-needed basis. 
 

 Handles both general and all bulk mailings 
 

 Maintains overall responsibility for the parish schedule including regular updating to reflect changes in 
both programs and activities. 
 

 Recommends to the pastor training programs and related activities as may be required to enhance the 
proficiency of persons associated with the parish office. 
 

 Oversees the ordering of office supplies and materials to ensure their availability for other members of 
the parish staff. 
 

 In contact with the pastor assists with the assessment and procurement of required office equipment. 
 

 Oversees the maintenance and repair of office equipment on an as-needed basis. 
 

 Oversees, on a timely basis, the completion of various parish records, including all sacramental 
records, census records, contribution records and the like. 
 

 Oversees the distribution of U.S. mail on a daily basis; provides direct assistance to the pastor in the 
answering of mail as may be required.  
 

 Ensures that the registration of new parishioners is handled both timely and effectively. 
 

 Experience updating and maintaining databases included Automated Church Systems (ACS) 



 

 Ability to maintain confidentiality 
 

 Provides for the weekly preparation and submittal of the Church Bulletin according to the schedule 
prescribed by the publisher as well as linking the Bulletin to the Church website. 
 

 Provide administrative assistance to pastoral staff and various parish organizations 
 

 Oversees the process associated with the rental of the Parish Center hall 
 

 Oversees ministry events sign-ups, as well as help with collecting money using the card reader we 
provide in the Parish Office. 
 

 Ensures that all telephone contact with the parish is carried out in a prompt and courteous matter. 
 

 Assists the pastor, as necessary, in carrying out various responsibilities typically of a clerical nature. 
 

 Provides IT assistance in keeping up with the T.V schedule in the Church Atrium, as well as providing 
information on the Church Website that is important for the parish to be aware of. 
 

 Provides pastoral staff with assistance in any IT matter, including being the “bridge” between staff and 
One Link. 
 

 Provide help in setting up, writing and sending out Parish wide emails using Constant Contact. 
 

 Performs other duties and responsibilities appropriate to the position and as may be assigned by the 
pastor. 

Qualifications Anticipated: It is anticipated that the person in the position of Office Manager will have, as a 
minimum, a two-year college degree with a concentration in areas such as the following: business, office 
practices, graphic design, computer utilization, and the like. In addition, the individual will need to demonstrate 
appropriate proficiency in the use of Microsoft Windows and Publisher. It further is anticipated that the 
successful applicant will have had several years of progressively responsible experience in a similar office 
setting. In view of the type of responsibilities for which the incumbent in this position is accountable, and given 
the overall nature of the parish setting per se, it is desired that the person selected as the Office Manager be an 
active member of the Catholic Church with an understanding of its tradition and teachings. 

For consideration, please submit a cover letter and a resume to Fr. Don Snyder at desnyder@stlads.org 


