Job Description: Parish Secretary, St. Luke’s Episcopal Church (256-435-9271)

Reports to: Rector – The Rev. Robert F. Fowler, III – Cell: 678-953-2808 

Employment Status: Part-time. Salaried. Position is 20 hours per week.

Work Environment: In-Person. Tuesday through Thursdays 9:00 am – 3:00 pm (hours may be adjusted with coordination and discussion).

Salary: Negotiable. Two weeks of vacation per year; one week of sick time per year; and
all Federal holidays. 

The Parish Secretary provides essential administrative and communication support to
ensure the smooth operation of the parish. This role requires strong organization skills, attention to detail, and ability to manage multiple tasks efficiently. This role serves as a key point of contact for parishioners, staff, and vendors, preparing reports, and coordinating parish communications.

Communications: Function as a hub for Parish Communications.
• Receive the public.
• Answer the phone and retrieve voice mails.
• Send and respond to emails.
• Handle/sort the mail.
• Communicate with the Rector and Senior and Junior Wardens on needs of the parish.
• Coordinate with the cleaning crew if events are on date of cleaning, which are typically Wednesday mornings.
• Distribute the weekly newsletter to the parish (via email).
• Complete the annual Parochial Report.
• Assist with maintaining the parish website.

Clerical:
• Create, edit, and print full-text bulletins for Sundays, Holy Week, and other special occasions.
• Create and print tickets for parish fund-raising events.
• Prepare the Annual Parish Report in January.
• Assist in the preparation of the annual internal audit (each summer).
• Pass visitor information on to Rector.
• Handle Letters of Transfer and maintain/update Membership Directory.
• Maintain filing system.
• Maintain Google Calendar for the Parish which feeds the Website calendar.
• Call for equipment maintenance as needed.
• Order office supplies as needed, including copy paper and copier supplies.
• Update Prayer Listing for Rector to make calls and for Prayers of the People.
• Order candles, wafers, wine, etc. for the Altar Guild.
Qualifications & Skills:
• High school diploma required, additional experience in office administration, accounting, or communications a plus. Being an Episcopalian is also a plus, but an appreciation for liturgical worship is crucial.
• Previous experience in office administration or church administration preferred.
• Proficiency with Microsoft Office (Word, Excel, Publisher).
• Strong organizational and time management skills.
• Excellent verbal and written communication skills.
• Ability to maintain confidentiality and handle sensitive financial and personal information with discretion.
• Self-motivated and able to work independently while collaborating with clergy, staff, and
volunteers.

How to Apply:
Please email your resume and cover letter to St. Luke’s Episcopal Church, Attn: The Rev. Robert Fowler: Robfowler3@gmail.com to be considered for this position.


