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Pastor: Fr. Arjay Abanto
Administrative Assistant: Ingrid Trewin
Columbarium Manager: Ingrid Trewin
Hospitality Desk: Leslie Trainor
Housekeeper: Janette Ramirez







Sacrament Preparation & Volunteer Screening Coordinator
Sacred Heart Parish is seeking a full-time coordinator to:

Manage volunteer screening & sacramental preparation.
Assist the pastor & staff.

Responsibilities:
Sacramental prep: recruit, train, schedule volunteers.
Volunteer screening: ensure compliance, manage records.
Admin support: reception, supplies, website updates.

Qualifications:
HS diploma + admin diploma/cert (religious education/theology preferred).
Admin/clerical experience with computer skills.
Excellent customer service, organization, time management.
Attention to detail, independent & collaborative work.
Familiarity with the Diocese, positive, energetic attitude.
Safe Environment: Required training & code of conduct.

Hours: Mon-Fri, 8:30-4:30 pm (1-hour unpaid break).
Apply online only. Resumes not accepted at the parish office.
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