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JOB DESCRIPTION

Position Title: Administrative Secretary



FLSA: Non-Exempt

GENERAL SUMMARY

The Administrative Secretary facilitates the smooth operations and provides support for all programs and activities of the Heart of Jesus Retreat Center. The Administrative Secretary performs confidential administrative and secretarial assignments utilizing an in-depth knowledge of the Retreat Center’s operations, procedures and personnel.

PRINCIPAL DUTIES AND RESPONSIBILITIES

1.  Provide general oversight and perform administrative duties related to the work of the Retreat

Center. Conduct and coordinate all business office, secretarial and bookkeeping tasks under

the supervision of the Retreat Center Director.

2.  Coordinate retreat calendar.  Schedule with Registrar all Retreat Center programs and activities. 
Act as liaison between the Retreat Center and the various groups who hold retreats at the Center. 
Assist with volunteers and with retreat needs (i.e. errands, retreat preparations, etc.).

3.  Coordinate correspondence for the Retreat Center. Type letters and memos and distribute 
accordingly. Compose and proofread all outgoing correspondence after approval of retreat

director.

4.  Compose, proofread, and post parish bulletin announcements and coordinate activities


calendar.

5.  Provide telephone and reception coverage.

6.  Process all outgoing and incoming mail. Organize the mail for the Retreat Center. Regularly

check e-mail on the computer.  Initiate and maintain the appropriate mailing lists, labels, and

databases. Coordinate large volume mail merges and bulk mailings.

7.  Maintain accurate and current computer database of retreat attendees. Monitor and maintain

accurate computer and physical filing system.

8.  Monitor permits, licenses and insurances.

9.  Maintain all office equipment in good repair. Monitor supplies and order/purchase necessary 
materials for Retreat Center use with approval of Retreat Director. Maintain appropriate 
inventory levels.

10. Attend appropriate meetings.

11. Assist in the planning and implementation of fundraising events.

12. Other miscellaneous general administrative duties as assigned

Knowledge, Skills and Abilities Required

1. Ability to understand the mission of the Heart of Jesus Retreat Center.  Awareness of 
the Retreat Director’s role and ability to assist her in fulfilling it.

2. Successful experience on a secretarial level.  Flexible team player in all facets of the Retreat
    Center program and activities.

3. Post secondary education in Secretarial Science and/or Business Technology preferable.

4. Excellent oral, written, interpersonal communication, and decision-making skills. 

5. Ability to work independently with minimal supervision/instruction. Able to accept instructions and follow through appropriately via personal interaction, telephone, fax, 



e-mail, handwritten notes. 

6. Proficiency in using computers (Access, Excel and all MS Office applications a must)
and other office equipment.

7. Ability to establish and rearrange priorities and meet all deadlines in a timely and professional manner.

8.  Familiar with the Catholic Church, Catholic education and religious life.   
9.  Ability to relate with people of all professional and religious levels in a friendly manner 

    which promotes welcome, harmony and cooperation, both in person and via telephone. 

10. Ability to maintain a high level of confidentiality. 

WORKING CONDITIONS 

Normal business hours.

Retreat Center office setting.

ACCOUNTABILITY

The Administrative Secretary is directly accountable to the Retreat Center Director.

SIGNATURES

The above statements are intended to describe the general nature and level of work required of this position.  This is not meant to be an exhaustive list of all responsibilities, duties, and skills required.
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