
Administrative Assistant Office of the Vicar General 
Ordinariate of the Chair of Saint Peter 

7730 Westview Drive 
Houston, Texas 77055 

 
 
 
Summary: 
The Ordinariate of the Chair of Saint Peter has a position open for Administrative 
Assistant for the Office of Vicar General, Director of Vocations and Director of Pastoral 
Resources. This position would directly support these three offices by handling 
administrative requests from the directors as well as organizing and scheduling 
appointments, organizing and maintaining files, and other administrative duties. This 
position will also maintain oversight of the ParishSoft database.  
 
Administrative Duties (70%) 

 Draft, format, proof, and/or send letters for the Vicar General, Vocation Director, 
and Director of Pastoral and Catechetical Services 

 General filing duties including organizing and keeping confidential records. 

 Organize mass mailings.  

 Coordinate mailing for the Bishop’s Appeal, Retirement Fund for Priests, and 
Seminarian Formation Fund.  

 Submit receipts and liaison with the finance office.  

 Manage calendar appointments for Vicar General and Vocation Director. 

 Manage office hospitality including answering phones and welcoming guests for 
appointments.  

 Schedule video conferences and set up/tear down for office meetings and 
events.  

 Coordinate the tear down and clean up after Ordinariate events.  

 Assist the Bishop’s Secretary in coordinating with Cathedral parish staff 
regarding coordination of various Ordinariate events and liturgies.  

 Organize and index the archives on a regular basis 

 Various tasks as assigned by Vicar General, Vocation Director, Coordinator of 
Pastoral and Catechetical Resources.  

 General Administrative duties and office work.  

 Regularly stock office supplies in the workroom, keep workroom clean and 
organized.  

 Skills required include Microsoft Office Suite, ParishSoft, Etc. 
 
ParishSoft Oversight (30%): 

 Process membership applications by adding the member in the database and 
sending an acknowledgement letter.  

 Keep the member “Secure Field” up-to-date for all new records (daily task). 

 Implement and enforce the Standard Operating Procedures for ParishSoft.  

 Remain current with ParishSoft updates and training, etc.  



 Train new parish staff on ParishSoft as requested by parishes or provide 
resources for training.  

 Onboarding and promoting ParishSoft.  

 Send quarterly BA acknowledgement letters. 
 
Education/Experience: 
Strong written and verbal communication skills are required as well as proficiency with 
Microsoft Office Suite. Experience with ParishSoft is preferred.  
 
Resumes: 
Fr. Richard Kramer: devsupport@ordinariate.net  
Or 
Ordinariate of the Chair of Saint Peter 
ATTN: Fr. Kramer 
7730 Westview Drive 
Houston, TX 77055 
 

mailto:devsupport@ordinariate.net

