
 

Employment Opportunity 

 

BILINGUAL RECEPTIONIST 

St. John Chrysostom Parish 

432 Ontario St Newmarket, ON L3Y 2K4 

Part time (9 hours per week)  

Mornings, 3 days per week 

 

 

Overview: 

St John Chrysostom Parish is seeking a Bilingual (English/Spanish) part time Receptionist to support the 

Parish Secretary, during regular business hours, and to handle Spanish inquiries, correspondence, 

announcements, and communiqués; to provide coverage in the Secretary’s scheduled and unscheduled 

absence; and to cover the occasional Saturday morning. It is important to have a welcoming and cheerful 

disposition and handle all visitor and telephone requests politely. 

 

Responsibilities:  

 Address walk-in, telephone and email inquiries in a friendly and professional manner, direct the 

visitor/caller as necessary. 

 Schedule, record and manage payment of Mass Intentions.   

 Update documents/postings/supplies in sacristy and church entrance as required for weekday and 

weekend masses. 

 Collect, open and distribute incoming mail. 

 Liaise with volunteers as necessary. 

 Order supplies as needed/requested. 

 Liaise with Custodian to keep on top of special projects/hall booking requirements, trades visits, etc. 

 Assist Parish Secretary with Sacraments preparations: i.e. First Communions, Confirmations, 

Funerals, Weddings, Certificate requests, etc. 

 Other duties, as required by the Parish Secretary, Pastor, Associate Pastor or their designate(s). 

 

General Requirements: 

 Fluency in Spanish and English, both verbal and written.  

 College or university education requirements and/or equivalent related experience. 

 Minimum of 2 years of related work experience. 

 Flexibility in work schedule to cover for Secretary and part time staff absences/vacation. 

 Proficiency in Microsoft Office applications, Outlook and Gmail. 

 Solid organizational skills, attention to detail and ability to work under pressure with competing 

priorities. 

 A faith-based understanding of the Catholic Church, its tenets and culture, and respect for its 

leadership and parish clergy. 

 Ability to honour and maintain confidentiality. 



 

 A criminal background check will be required of the successful applicant. 

 

Those wishing to be considered should submit their resume and cover letter in MS Word or PDF format 

to: Fr. Landorff Garcia at lgarcia@archtoronto.org. Deadline for receipt of applications is until 

position is filled. We thank all applicants, however, only those selected for an interview will be 

contacted. 

 

In compliance with the Accessibility for Ontarians with Disabilities Act (AODA), the Archdiocese of 

Toronto provides reasonable accommodations to individuals with disabilities. If contacted for an 

interview, applicants should make any accommodation needs known at that time. 


