
 

Welcoming all to encounter Jesus, grow as disciples, reach out in faith and service. 

 
Saint Anne’s Catholic Church in Saskatoon, SK, Canada is seeking a part-time (21 
hours/week) Communications and Office Coordinator. Our parish’s mission is, 
“Welcoming all to encounter Jesus, grow as disciples, reach out in faith and service” and 
we need you to help us live that out!  
 
Here’s why this position is amazing: 
 
1. We want what is best for our parishioners. Our pastor, pastoral council, and staff 
team are committed to creating a parish space which is welcoming and nourishing to 
new and long-time parishioners alike, and this job exists so that we can do this better. 
 

2. We put you in touch with great people and important ministry. This job is all about 
coordinating with people and enhancing parish life. You will be the heart of our office, 
connecting with parishioners and supporting parish ministries. 
  

3. We set you up to succeed. Through professional development, teamwork, and 
flexible hours, we help you succeed in your job and encourage a work-life balance.  
 

4. We encourage thinking outside the box. We see you as a professional who evaluates 
the needs of our community and implements strategies to meet these needs, whatever 
that looks like.  
 

5. Our parishioners are awesome. You’re definitely going to want to meet them, and if 
you are one already, this is a chance to get to know them even better!  
 
Here’s what we’re looking for: 
 
1. You have a deep, dynamic relationship with Jesus. You have a vibrant and consistent 
prayer life and everything you do flows out of your central relationship with God. 
 

2. You have a missionary drive. Your zeal for souls flows out of your baptismal call and 
relationship with Jesus. You’re on fire for the Gospel and understand the importance of 
sharing it with others.  
 

3. You are great with people. When people contact us to plan weddings, funerals, or for 
any other reason, yours will often be the first face they see or the first voice they hear. 
You are able to greet them warmly, help them professionally, listen well, and strengthen 
relationships throughout the parish.  
 

4. You have excellent administration skills. You have exceptional written 
communication, keen attention to detail, competency in databases and data collection, 
and sound organizational skills.  
 



 

5.  You have a love for and knowledge of the Catholic faith. You honour and uphold 
Catholic teachings and are committed to being a lifelong learner. 
 

6. You understand (or are willing to learn) social media and online communications. 
You can coordinate our online presence to help parishioners and visitors see how they 
can get involved, grow in faith, and serve others. Knowledge of graphic design is an 
asset. 
 

7. You are a leader and a collaborator. You lead humbly and inspire others. You are 
driven and a self-starter. You know how to work on a team as well as how to lead a 
team. You have a sound ability to build relationships with all different kinds of people.  
 

8. You are passionate about parish renewal. You are excited about ministry in a parish 
and helping this parish build a culture of evangelization. You are not afraid of change. 
 
The successful applicant will:  

 Collaborate with the pastor, pastoral council, and staff team to implement the 
mission of the parish, specifically through office coordination and online 
communications. 

 Use the parish website, social media, bulletins, and other means to keep 
parishioners and visitors aware of what’s happening at the parish.  

 Staff the front office three days per week, answering calls and emails, engaging 
visitors, and supporting the work of other staff members and volunteers. 

 
Additional Information: 

 Position will start on September 22, 2020 (flexible).  

 Salary is commensurate with education and experience according to the Diocese 
of Saskatoon salary grid.  

 
Application Requirements:  
Applicants must provide a cover letter, résumé, and contact information for pastor and 
two additional references by email to info@saintannes.ca. Upon receipt, we will send 
you a job description, strategic plan outline, and application form. Application is 
considered complete when we receive your completed application form. Application 
deadline is August 21.  
 
For more information contact us at info@saintannes.ca.  
 
We look forward to working with you to see if you’re the right fit for us and if we’re the 
right fit for you.  
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