
Administrative Assistant to the Lay Programs
Job Description

Notre Dame Seminary is seeking a full-time administrative assistant to work on behalf of and to
support the lay ministry programs, which includes the Institute for Lay Ecclesial Ministry
(ILEM), the Master of Arts in Pastoral Leadership (MAPL), and the Master of Arts in
Theological Studies (MATS) programs. The ideal candidate has experience working in ecclesial settings,
has an understanding of parish and school ministry, and is highly organized and
able to multitask. This candidate should be able to work well independently, be professional
and dependable, be comfortable in an office setting, and be available to work some Saturday and
evening hours as needed. He or she will work closely with the Director of Lay Ministry
Programs and Lay Formation and collaborate with other Notre Dame Seminary administrative
staff to help with all program policies and procedures.

Responsibilities include:
● Providing administrative support to the Director of Lay Ministry Programs and Lay Formation

and collaborating with the Academic Office and other Notre Dame Seminary administrative staff
to help with all program policies, procedures, and needs.

● Assisting with and running daily lay programs office operations
● Maintaining and developing student records
● Assisting with billing for all students in the ILEM, MAPL, and MATS programs
● Providing database support to the Director of Development
● Collecting and aggregating data for accreditation purposes
● Plan and execute the #iGiveCatholic fundraising initiative and other fundraising opportunities as

needed
● Handling of lay programs social media communications and collaborating with the Development

Coordinator to design and schedule social media postings (Facebook, Instagram)
● Coordinate with the Director monthly or bi-monthly email campaigns (Mailchimp)
● Maintaining and developing student contact information
● Facilitating admissions for new students to include mailing promotional materials to prospective

students, collecting new student applications, and creating NDS ID cards, email addresses, and
Google accounts for new students

● Coordinating and facilitating special events for the lay programs including but not limited to
commissioning ceremony, annual retreat, open house, new student orientation, lecture series,
social gatherings, and other events as the Director sees fit

● Overseeing the development and design of lay program newsletters in spring, summer, and fall
semesters

● Creating promotional material for the lay programs as needed
● Other duties as assigned

Qualified candidates will possess:
● A desire to serve in the mission of Notre Dame Seminary
● Effective organizational and communication skills and attention to detail



● Self-motivation and the ability to work independently
● Proficiency in written and online communication, including social media
● Experience as an administrative assistant or equivalent
● Knowledge of appropriate software applications including but not limited to Microsoft Office,

Google Suite, Adobe, and Canva
● Availability to work some weekend and evening hours as needed

Hours of work:
● Full time. Monday-Friday, 8:00AM-4:00PM, 40 hrs/week
● Some evenings and weekend hours required. “Makeup” hours and days may be taken in

place of weeknight and weekend work.

Notre Dame Seminary adheres to the principle of equal educational and employment opportunities
without regard to race, sex, color, age, disability, or national origin. This policy extends to all programs
and activities supported by the seminary including hiring, training, promoting, salaries, transfers, and
working conditions.

All interested applicants are asked to email a cover letter and a résumé (including reference
names and contact information) to Jordan Haddad, Ph.D., at jhaddad@nds.edu. The
deadline to send in application materials is Friday, April 22nd, at 5:00pm.


