Parish Office Administration Manager 
St Michael’s Parish, Nowra
Catholic Diocese of Wollongong

· Initial 12 month temporary position with the possibility of extension upon review 
· Full-time (37.5 hours per week). Job-share arrangement may be considered  
· Located at St Michael’s Parish Centre, Nowra, NSW
· Award and Classification: Clerks Private Sector Award 2020, Level 5. Further increases based on previous experience and performance.

About Us
St Michael’s Parish is a vibrant and diverse Catholic parish principally serving six church communities across the Shoalhaven (Nowra, Bomaderry, Berry, Culburra, Kangaroo Valley & Vincentia). Along with these communities, the parish also seeks to provide pastoral care and support to local hospitals and aged care facilities, St John the Evangelist High School and St Michael’s Primary School, the Aboriginal community and local Defence Force families.
We envision a parish where people encounter Jesus Christ through prayerful and lifegiving worship, experience genuine belonging in a Christ centred and welcoming community, grow in holiness as disciples striving for sainthood, and are empowered to use their gifts in sharing responsibility for the mission of the Church, courageously bringing the Gospel to others.

About the Role
St Michael’s Parish, Nowra is seeking a suitably qualified and experienced Parish Office Administration Manager to provide professional senior administrative, financial and secretarial, parish-based support, with a strong commitment to customer service.
This is a varied role that plays an important part in the day-to-day operation of the parish, supporting parishioners, families and the Pastoral Team while helping to ensure parish activities and records are well organised and maintained.

Key Responsibilities
As Parish Office Administration Manager you will be responsible for managing community facing operations, coordinating enquiries and leading office administration, financial processing, records management, volunteer administration and parish communications. The position is accountable to the Parish Priest for the following responsibilities, including:
· Lead and oversee the efficient operation of the Parish Office
· Oversee financial administration, budgeting, reporting and controls
· Coordinate workforce, contractor and volunteer administration
· Oversee maintenance, security and effective use of parish facilities and assets
· Lead and support safeguarding practices across the parish
· Contribute to parish projects and ministry initiatives.

This is an excellent opportunity for an experienced senior administration professional who enjoys autonomy, meaningful work, building positive relationships and making a difference within their local community.

Key Challenges
· Managing competing priorities while maintaining attention to detail to ensure administrative and financial support is provided in a timely and efficient manner
· Maintaining up-to-date knowledge of St Michael’s Parish organisation, functions, systems and processes, to enable efficient functioning of the parish
· Analysing and solving problems with a high level of discretion, diplomacy, integrity and judgement, while maintaining confidentiality given that issues are often sensitive.

About You
You will be an organised and reliable administration professional who enjoys working with and supporting people and can manage a range of competing priorities with accuracy and discretion.
To be successful in this role, you will bring:
· Relevant qualifications in Office Administration, and/or a minimum of three years demonstrated experience in a senior administrative role, providing high quality administrative and financial support
· The ability and initiative to make decisions, take directions, and anticipate needs, responding flexibly to changing circumstances
· Proven ability to work effectively as a member of a team.
· Effective time management skills, managing competing priorities and completing tasks in an efficient and timely manner, ensuring deadlines are met
· Honesty, reliability, punctuality and flexibility, as well as the ability to maintain discretion and confidentiality
· Professional manner and presentation, as well as excellent interpersonal, written and oral communication skills
· The ability to directly respond to incoming telephone, email and face-to-face enquiries, provide information and refer enquiries appropriately as required
· Strong computing and technology skills, including Google suite, MS Office 365, and database management. Knowledge of the Xero financial package is desirable
· A personal commitment to the Catholic faith and an understanding of the Catholic Church and parish communities.
· Knowledge and understanding of Catholic Parish operations is highly desirable 
· A current Working With Children Check (WWCC) for paid employment, or willingness to obtain.

A full Statement of Duties detailing further information about this role is available by emailing Fr Darren McDowell on darren.mcdowell@dow.org.au  

To Apply
Applications should include a covering letter (maximum 3 pages) that demonstrates how your skills, knowledge and experience can contribute to the success of this role in accordance with the selection criteria outlined above, and a resume (maximum 5 pages). 
Please include contact details of two referees to support your application. 
An additional reference from your Pastor would be desirable.
Only candidates with the unrestricted right to work in Australia may apply for this position. 
Applications close 11:59pm AEDT Saturday 7 November 2026. 
Applications to be sent in confidence to:
Fr Darren McDowell – email: darren.mcdowell@dow.org.au

The Catholic Diocese of Wollongong is unwavering in its commitment to the safety and wellbeing of all persons in the diocese, in particular children, young people and vulnerable persons. This is at the heart of everything we do.

Every person has the right to be informed, heard, respected, empowered and to feel safe.
As a diocese, and as individuals, we have zero-tolerance approach to abuse, and we commit to being safe people in the lives of all persons in the diocese, in particular children, young people and vulnerable persons, and to work together with them to create cultures that honour dignity, enrich wellbeing, and keep them safe.
