
Please  submit  your  resume and cover
le t ter  to  the  emai l  be low with  the subject
l ine  “Fa i th  Format ion Adminis t rat ion
Ass is tant  Appl icat ion . ”  In  your  cover
le t ter ,  p lease  s tate  why you are
interested in  th is  pos i t ion and how your
personal i ty  and sk i l l s  a l ign wi th  our
par ish  community  and v is ion .

St .  Pat r ick  Cathol ic  Church i s  an equal
opportuni ty  employer .

630-553-6671

hr@stpatr ickyorkvi l le .org

stpatr ickyorkvi l le .org

406 Walnut  St ,  Yorkvi l le ,  IL  60560

Compet i t ive  sa lary .

A  support ive  and engaged par ish
community .

Opportuni ty  to  make a  meaningful
impact  in  a  fa i th-centered envi ronment .

Responsibilities:

Qualifications:

Program and Administrat ive  Support :  Serve as  the pr imary
administ rat ive support  for  the K-8 Fai th Formation programs,
including prepar ing mater ia ls  and coordinat ing program logist ics .

Data and Records  Management:  Manage the PDS system,  perform
data entry ,  and maintain permanent  record books .  Ensure al l
informat ion is  accurate ,  up-to-date ,  and conf ident ia l .

Off ice  Administrat ion:  Handle a  var iety  of  general  of f ice  tasks ,
including scanning,  copying,  pr int ing ,  managing emai ls ,  and
answering phone cal ls  with a  high degree of  profess ional ism.

Communicat ion:  Greet  and interact  with par ishioners ,  volunteers ,
and famil ies  with a  f r iendly  and welcoming demeanor .  Wri te  and
edit  c lear ,  concise ,  and consistent  communicat ion for  par ish-wide
dist r ibut ion .

Off ice  Management:  Organize of f ice  spaces ,  manage suppl ies
inventory ,  and place orders  for  the Fai th Formation of f ice  and
programs.

Team Col laborat ion:  Act  as  a  team player  and bui lder ,  act ively
part ic ipat ing in  team meet ings and contr ibut ing to the
col laborat ive culture of  the par ish staf f .

Flexibi l i ty :  Be prepared for  a  dynamic work environment by
ant ic ipat ing of f ice  and program needs ,  pr ior i t iz ing tasks ,  and
adapt ing to a  changing schedule ,  which may include some evenings
and weekends .

FAITH FORMATION
ADMIN ASSISTANT

Administrat ive  Exper ience:  Current  and proven job history  with
strong administ rat ive sk i l ls .
Educat ion:  High school  d iploma or  equivalent  is  required .
Technical  Ski l ls :  Excel lent  computer  sk i l ls ,  including prof ic iency in
data entry ,  spreadsheets  (e .g . ,  Excel ) ,  and of f ice  equipment
operat ion (scanners ,  pr inters ) .

Communicat ion Ski l ls :  Except ional  verbal ,  wr i t ten ,  and
interpersonal  communicat ion sk i l ls .  This  includes c lear ,  legible ,
and neat  handwrit ing for  a l l  handwrit ten documents .  

Organizat ional  Ski l ls :  Proven abi l i ty  to  manage mult iple  tasks ,
pr ior i t ize  ef fect ively ,  and maintain met iculous attent ion to detai l .

Interpersonal  Ski l ls :  Extroverted personal i ty  with the abi l i ty  to
conf idently  greet ,  engage,  and work with a  var iety  of  people .

In i t iat ive:  A  high degree of  sel f - in i t iat ion ,  fol low-up,  and
disc ipl ined work ethic .

Mission-Driven:  A  commitment to  br inging " f i rs t  f ru i ts"  (one 's  best )
to  the par ish staf f  team and the famil ies  we serve .

About Us:

What We Offer:

Jo in  a  v ibrant  and v is ion- focused par ish
community  that  va lues  teamwork ,
intent ional  leadership ,  and heal thy
col laborat ion .  We are  commit ted to  our
v is ion and dedicated to  c reat ing an
envi ronment  where  s ta f f  and fami l ies  can
thr ive .  Our  adminis t rat ive  team plays  a
cr i t i ca l  ro le  in  support ing th is  miss ion
and br inging our  programs to  l i fe .      

How to Apply:

Role Overview:
St .  Pat r ick  Par ish  i s  seek ing a  h ighly  organized ,  deta i l -or iented ,  and
high-energy  Adminis t rat ive  Ass is tant  to  support  our  Fa i th  Format ion
of f ice .  This  par t - t ime ro le  prov ides  an adminis t rat ive  backbone for  our
K-8 programs and ass is ts  wi th  tasks  for  the  High School  Youth Minis t ry
(HSYM) .  The ideal  candidate  i s  a  se l f -s tar ter  who can ant ic ipate
program needs ,  manage a  fas t -paced envi ronment ,  and contr ibute  to  the
overa l l  success  o f  our  Fa i th  Format ion in i t ia t ives .


