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The Province of St. Joseph of the Capuchin Order – Solanus Casey Center

Inspired by the gospel of Jesus and the example of Francis of Assisi, the Capuchin friars of the Province of St. Joseph, together with our partners in ministry, prayerfully build sister-brotherhood in the world.  We attend simply and directly to the spiritual and other basic human needs, especially those of the poor and disenfranchised, promoting justice for all.

The Province of St. Joseph of the Capuchin Order is currently seeking an Administrative Assistant for our Solanus Casey Center Ministry who would be responsible for assisting the Solanus Casey Center (SCC) Manager and Ministry Director in the daily functions and operations of the SCC.  

 Essential Duties include:
· Demonstrate, exemplify and support the Capuchin Charism and Provincial Mission, Vision and Values throughout all professional responsibilities and activities
· Perform general office duties, such as ordering supplies, maintaining records and basic bookkeeping.
· Assist the SCC Manager in various functions of managing the center.
· Answer phone calls and direct calls / deliver Msessages.
· Respond to basic emails that come to the SCC.
· Open and sort mail delivered to the SCC.
· Coordinate with SCC Manager to maintain scheduling and events calendars in collaboration with the Development Office and various ministries.
· Assist with SCC deposits.
· Perform data entry tasks for the SCC. 
· Coordinate data entry tasks with receptionists.
· Prepare prayer request letters and visitor letters.
· Assist with front desk and gift shop support.
· Assist in coordinating Tap Into Life meetings.
· Complies with Province and ministry policies, procedures, guidelines and standards.

Qualifications:  The desired education and experience level for this position is an Associates Degree with 2 years related experience, or 5 years of administrative assistance experience. Demonstrated proficiency with computers, MS Office and Outlook, required.  Knowledge, Skills and Abilities include: ability to interact with a diverse group of people, ability to work a flexible schedule, ability to maintain high levels of confidentiality, and others not listed.  

The review of resumes will begin immediately.  Please send a copy of your resume in one of the following two ways:

Submit letter of interest and resume to: 
1.	 employment@thecapuchins.org  Include “SCC Adminstrative Assistant” in the subject line.

2.	Attention: Human Resources
Administrative Assistant
The Province of St. Joseph of the Capuchin Order
1820 Mt. Elliott Street
Detroit, Michigan  48207


