
Roman Catholic Diocese of Reno 
 

Job Title:    Administrative Assistant  

Department:  Pastoral Ministry Offices and Moderator of Curia 

Reports to:  Director, Ethnic Ministries 

FLSA status: Non-Exempt--Full Time 

Current Status:  

 

Job Description:  The Administrative Assistant will assist the Office of Ethnic Ministry in all 

Secretarial and administrative functions as well as communicate effectively with parish leadership. 

This is a full-time position, includes occasional evenings, and weekends. 

 

Essential Functions: 

1. Provide excellent customer service to staff, clergy, religious and laity. This includes security 

camera monitoring, professionally welcoming visitors, answering, screening and directing 

phone calls. 

2. Provide regular and effective communication both verbal and written with parish ministry 

leaders; respond to telephone inquiries and written correspondence in a timely, courteous and 

professional manner. 

3. Assist with coordinating details of events, meetings and conferences including: facility 

reservations, safe environment compliance, registration, hospitality, computer A/V set up, 

ordering supplies, minutes, evaluations and other duties as assigned, assisting on site as 

needed. 

4. Create flyers, posters, social media posts, webpage events using graphic design software 

such as Canva or Microsoft Publisher. 

5. Create and manage events in software such as JotForm, Mail Chimp and Microsoft Excel. 

6. Assist with basic accounting functions including check requests, deposit reports, expense 

reports, recording and process all incoming registrations/payments/invoices for the various 

conferences/rallies/events for the Office of Ethnic Ministry. 

7. Participate in preparation, implementation and management of reports. 

8. Update resource and policy manuals as needed.  

9. Participate in Pastoral Office, Staff and other ministry meetings, including the reading 

and commenting on the books/exhortations used for discussion during ministry 

meetings. 

10. All other assignments deemed necessary for the proper operation of the office. 

 

Requirements: 

1. Ability to use Microsoft Office (365 Programs), JotForm, Canva, Email Marketing, and 

various social media including Facebook, Instagram and Snapchat. 

2. Able to operate large networked printer/scanner/copy machines. 

3. Spanish required 

4. Virtus trained and background checked. 

 

 

 

 



Ability to 

1. Maintain confidentiality of data and information 

2. Complete variety of tasks concurrently 

3. Be respectful 

4. Be flexible 

5. Work in a team environment 

 

Physical Requirements 

1. Position involves sitting, standing and/or walking 

2. Requires ability to occasionally exert up to 30 pounds of force to move objects 

3. Physical agility required moving downward and/or forward by bending legs and 

spine                                

4. Physical ability to sustain movements especially of the fingers, wrists, hands or  

arms 

5. Ability to express or exchange information by means of spoken word 

 

These requirements are representative of minimum levels of knowledge, skills and/or 

abilities. Responsibilities may vary according to projects, cemetery-site activity and size of 

workforce. 

 

The Diocese of Reno reserves the right to amend this job description. A revised Job 

Description supersedes all previous descriptions for the position as a condition for 

employment. Job Descriptions will be distributed as revised. 
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