
 

 

Administrative Assistant 
Job Description 
 
About Saint John’s 
 
Founded in Colorado in 1860, Saint John’s Cathedral was given the initial name of Saint John’s in 
the Wilderness because the closest Episcopal church was over 700 miles away in Kansas. Since its 
founding, the cathedral’s central location in the city has allowed the cathedral to have a large 
influence on the wider community. Just steps away from the capitol building, the cathedral has a 
legacy of beauty, mystery, and goodness that impacts the daily lives in Capitol Hill, Denver, 
Colorado, and beyond. Over the years, the cathedral’s clergy have left their mark in various ways, 
including helping to found the United Way, being a civil rights leader in Denver, and establishing the 
organization that we now know as the Saint Francis Center. 
 
At Saint John’s Cathedral, we strongly value diversity, seek to hire people who are confident in their 
competency, enjoy learning and collaboration, and approach their work with a commitment to the 
service of all souls who come to Saint John’s. We value both independent work and collaboration 
and strive for a flexible work environment that fosters creative growth and work-life balance. We 
offer competitive salaries and provide a range of excellent benefits. 
  
About the Job 
Title Administrative Assistant 

Classification Part-Time (18-24 hours, Non-Exempt) 

 

18-24 hours/weekly In-office, with some 
flexibility for setting schedule in consultation 
with supervisor 

Supervisory Responsibilities None 
 
 
The Administrative Assistant (AA) is a proactive problem solver with exceptional time-management, 
communications skills, and meticulous attention to detail. Senior leadership will trust the AA to use 
discretion and collaborate with appropriate staff as needed to manage administrative projects, build 
organizational capacity, and manage clergy calendars.  
 
The Administrative Assistant provides significant administrative support to the cathedral clergy, the 
deacon, and directors. They right candidate will balance detail-oriented work while not losing sight 
of the bigger picture.  
 
Primary Responsibilities 
 
Clergy Support (30%) 



 

• Calendar assistance and oversight (Clergy only) 
o Assist in building out calendar availability 
o Continuously monitor internal and external calendars and provide timely alerts when 

double-booking situations arise. 
• Schedule and attend quarterly clergy meetings with the Sacristan and Formation team. 
• Schedule and attend Formation meetings (2-3 times per year). 
• Update database with summaries of pastoral touchpoints. 
• Other duties as assigned. 

 
Administrative Support (25%) 

• Oversee the administrative requirements for the annual parochial report, including but not 
limited to staff assignments/information gathering, and management of the timing of vestry 
review and vote. 

• Scan endowment and financial statements to Business Drive 
• In consultation with the Cathedral Administrator and Finance Manager, support compliance 

filings (e.g., energy audits/inspections).  
• Support business office with records retention and file management. 
• Support the business office with onboarding/offboarding and other HR related needs. 

 
Guest & Event Support (25%) 

• Assist in coordination of the weekly Dean’s Forum. 
o Set meetings between guest speakers & the Dean. 
o Ensure that W-9s are filled out in a timely manner and information forwarded to 

Manager of Finance for payment.  
o Assist with other related administrative tasks as needed (i.e. booking flights or hotel 

accommodations). 
• Other Events: 

o Provide administrative support and on-the-ground assistance for internal and external 
events. 

 
Annual & Special Projects (20%) 

• Pivot as needed in consultation with supervisor to support new cathedral initiatives. 
• Manage annual call campaign, Christmas & Easter cards, and pastoral care cards. 

 
 
Core Competencies 
 
Highly Relational – Ensure a professional and positive experience for people utilizing Saint John’s 
calendar and facilities. Excel at developing creative alternatives when requests for calendar reservations 
generate conflicting priorities. Demonstrate the ability to be simultaneously formal, professional, 
warm, and welcoming. 
 
Adaptive – Excel at managing changing and/or conflicting priorities while maintaining a composed, 
professional, and warm manner and the ability to be a pragmatic and practical problem solver. Able 
to quickly learn new skills, especially new software and technology. 
 



 

Time Management – Possess a keen ability to adjust to changing priorities and maintain an ongoing 
list of projects. Excellent time management skills are required to handle multiple priorities and ensure 
completion of crucial projects within deadlines. 
 
Organization Skills – Excellent at tracking and managing details. Highest degree of accuracy in 
calendar and data/financial information entry required. 
 
Judgment – Exhibit sound decision-making and judgment skills. Must be a pragmatic and practical 
problem solver. Works effectively without supervision or direction. When necessary, refers sensitive 
or difficult matters to an appropriate authority. 
 
Collaborative team member –Gives importance to group goals and participates accordingly. 
 
Working Conditions 

• This position requires the ability to manage and accommodate frequent interruptions 
• This position requires both the ability to remain in a stationary position for extended 

amounts of time (more than an hour) while typing on a computer, and to move throughout 
the campus for events set up and support. 

• Noise level is quiet to moderate. 
• This position occasionally requires lifting hospitality supplies such as coffee urns or pitchers 

of water, up to 20 lbs., onto carts for transport throughout the campus. 
 
Required Skills and Experience 

• Advanced proficiency with Microsoft Office Suite 
• Advanced proficiency with G Suite products 
• Highly proficient in the use of standard office equipment 
• Experience in managing on-line calendars 

 
Preferred Skills and Experience 

• Associate’s Degree or higher or equivalent work experience 
• Previous experience working at a non-profit or church preferred  
• Previous experience with database entry 

 
Salary:  

● Target Hourly Pay: $26 - $30 
● Retirement: Generous Employer Contribution  
● Paid Time Off: Accruals over the year  

○ Sick: 48 Hours  
○ Holidays: 15 

 
To Apply  
To Apply: Please email your resume and note of interest with “Administrative Assistant” in the 
subject line to robert@sjcathedral.org  


