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POSITION DESCRIPTION
	Job Title:
	Administrative Assistant (Canada Summer Jobs Position –June 22 to August 14, 2026 – 8 weeks)

	Department/Group:
	Archdiocesan Business Office and Basilica Parish Office

	Supervisor:
	Dependent on location

	Incumbent:
	

	Summary Statement/Purpose
This position provides front-line administrative and reception support to both the Archdiocesan Business Office and the Basilica Parish Office. Funded through the Canada Summer Jobs program, this temporary position supports daily office operations through data entry, file management, visitor reception, phone and email correspondence, and general administrative assistance to staff and clergy. The role offers meaningful work experience in business office and parish office environments while developing transferable administrative and customer service skills.

To be eligible for this position under the Canada Summer Jobs program, applicants must:
· Be between 15 and 30 years of age at the start of employment
· Be a Canadian citizen, permanent resident, or a person who has been granted refugee protection under the Immigration and Refugee Protection Act
· Have a valid Social Insurance Number (SIN)
· Be legally entitled to work in Canada in accordance with relevant provincial or territorial legislation
Key Responsibilities
	Archdiocesan Business Office Support:
· Greet and assist visitors to the Business Office in a professional and welcoming manner
· Assist Business Office staff with daily administrative tasks such as data entry and data compilation for the Archdiocesan directory
· File documents
· Provide general administrative support and perform other duties as required

Basilica Parish Office Support:
· Assist the Parish Office Administrator with daily administrative tasks
· Enter and update information in Parish Friendly software
· Greet and assist visitors to the parish office in a professional and welcoming manner
· Answer incoming phone calls and direct inquiries appropriately
· Monitor and respond to emails as directed
· Process sales from the parish gift shop and maintain basic records
· File documents and maintain office organization
· Provide general administrative support to clergy and staff
· Perform other related duties as required
	

	
	


Qualifications
Education:
· Applicants must meet the Canada Summer Jobs eligibility requirements outlined above. Enrollment in or completion of post-secondary education in Office Administration or Business is not required but would be considered an asset.

Technical Skills:
· Basic computer skills including Microsoft Word, Excel, and Outlook
· Ability to learn and use Parish Friendly software 
· General office equipment operation (phone, photocopier, scanner)

Knowledge:
· Basic understanding of office administrative procedures and record-keeping practices
· Awareness of confidentiality requirements when handling personal or sensitive information
· Familiarity with general customer service principles
Competencies:
· Effective verbal and written communication skills
· Accurate data entry and attention to detail
· Ability to organize files, records, and office materials
· Time-management and task prioritization skills
· Ability to work independently with minimal supervision
· Ability to work collaboratively as part of a team
· Professionalism and courtesy when interacting with parishioners, visitors, clergy, and staff
· Adaptability and willingness to learn new tasks and systems
· Respect for confidentiality and ethical conduct in the workplace


 Professional Designations/Memberships
N/A


Successful candidate will be required to obtain a Certificate of Conduct and Vulnerable Sector Check from the Royal Newfoundland Constabulary is required for the position.




Work Environment:
· The Administrative Assistant will work at two locations: the Archdiocesan Business Office, 33 Pippy Place, St. John’s, and the Basilica Parish Office, 200 Military Road, St. John’s. The division of work between locations will be organized in full-day commitments to one location at a time on a regular schedule.
· Office setting with regular interaction with clergy, staff, and parishioners.
· 35 hours per week, Monday to Friday
· Physical requirements include sitting for extended periods, computer use, and light office tasks.
· Collaborative, faith-centered environment focused on service and community engagement.
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