
 ARCHDIOCESE OF SANTA FE 
 4000 ST. JOSEPH'S PLACE NW 
 ALBUQUERQUE, NM  87120 
 
 ANNOUNCEMENT OF POSITION AVAILABILITY 
                                                                   
POSITION TITLE: Assistant, Office of Worship     
DEPARTMENT: Archbishop’s Division 
DUTIES & RESPONSIBILITIES:   

The Assistant of the Office of Worship supports the Director of Worship.  The tasks are primarily 
secretarial and administrative.  Since the assistant also interfaces with the public, there is a customer service 
component to the work.  This position occasionally may include working evenings/weekends to support meetings/ 
workshops. The assistant of the Office of Worship adheres to the Mission Statement of the Catholic Center and 
follows the policies and procedures of the Archdiocese, Catholic Center, and Pastoral Ministries Division 
 
QUALIFICATIONS: 
 -   High School graduation 
 -   Solid praxis in theology and Roman Catholic traditions  
 - Two years of clerical and secretarial experience  
 - Computer literate with knowledge and experience in MS Office Pro software 
 -   Facility with detail work and accurate clerical skills 
 - Type 40 wpm 
 - 10 key by sight 
 -   Grammar, spelling, punctuation and writing skills 
 -   Knowledge of standard office procedures 
 -   Filing and good organizational skills 
 - Working knowledge of language, church structure and ministries related to liturgy and Christian 

Initiation 
  - Good communication/interpersonal skills in order to deal effectively with liturgical ministers and the 

public 
 - Ability to work without supervision; self-motivated, creative, and highly organized 
 - Ability to work well with staff and supervisors 
 - Proven written and verbal communication skills 
 - Demonstrated sensitivity to a multicultural church 
 - Dependability and punctuality 
 - Pre-employment drug screen 
 
SPECIFIC DUTIES: 
1. In work situation and dealings with co-workers and public, adheres to the Mission statement of the 

Catholic Center and follows policies and procedures of the Archdiocese, Catholic Center, and the Pastoral  
Ministries Division. 

2. Respond to phone calls and e-mails of inquirers within 1 business day.  
3. Receive office visitors warmly, handle administrative needs of visitors and direct all liturgical matters to 

the Director.   
4. Prepare requisitions in Workflow Modules the such things as mileage, food, room/board, travel, etc.  

When completed all requisitions are sent through the system to the Director for approval. 
5. Files paperwork, periodicals, catalogs, octavos, music sheets, etc.  
6. Retrieves incoming mail daily and organize for the perusal of the Director. 
7. Daily delivers post office mail to mail room in a timely fashion. 
8. Use the database when needed to send information, announcements, and advertisements as directed by 

the Director. 
9. Make the necessary preparations for workshops, meetings, and conferences and run necessary errand for 

the Director and/or presenters. 
10. Assist the Director by managing the Director’s calendar, e-mail, phone messages and travel arrangements. 



11. As the non-member assistant to the Archdiocesan Liturgical Commission, records the minutes of the 
meetings and distributes the minutes after the review and approval of the Liturgical Commission 
Chairperson. 

12. E-mail and/or mail letters of announcement for Rite of Election, Chrism Mass, Adult Confirmation and 
workshop announcements, etc. at the request of the Director and in collaboration other staff. 

13. Triage e-mail for the Director by the degree of importance. 
14. Organize handouts, notebooks, signup sheets, name tags, mailing lists, etc. for liturgy workshops, 

meetings, and conferences. 
15. Expand knowledge of liturgy to better benefit the office and understand the needs of parish ministers. 
16. Keep current/updated information on the website. 
17. Organize and label resource library inventory. 
18. May be called upon, at the discretion of the immediate supervisor, to perform comparable duties of a 

similar or related nature or to assist in other areas where Catholic Center needs require. 
 
PAY STEP: 4   $26,371.00   35hrs./wk.  excellent benefits package 
CONTACT:   HR Director, 505-831-8130 or email at csalcido@archdiosf.org 
POSTING DATE: December 4, 2019 
CLOSING DATE: December 19, 2019 

mailto:csalcido@archdiosf.org

