
 
 

Position Description: Administrative Assistant 
 
The Catholic Campus Ministry Association seeks an Administrative Assistant to coordinate the day-to-day 
operations of its central office. This individual, a dynamic Catholic with a heart for the Church and campus 
ministry, will report directly to the Executive Director. CCMA seeks to revolutionize campus ministry within 
the next 10 years, building a new kind of non-profit that is creative, collaborative and visionary. 
 
Key Responsibilities: 
1. Provide phone support and response to inquiries into the main office, located at Trinity House. 
2. Process bank deposits. 
3. Process snail mail. 
4. Field general inquiries through CCMA email. 
5. Provide advance support and follow up for CCMA events. 
6. Assist the Executive Director and the rest of the staff in other tasks as needed. 
7. Schedule calls with committees and boards. 
8. Prepare written correspondence with CCMA constituents. 
 
Key Qualifications: 
1. A practicing and faithful Catholic in good standing, who loves the Church and sees office administration 
as an essential ministry of the Church. 
2. Baccalaureate degree or higher. 
3. Involvement in a campus ministry program as a student or have some parental experience of a child 
who has been involved in campus ministry. 
4. Excellent written and verbal communication skills. 
5. A keen sense of organization. 
6. The ability to work remotely if necessary. 
7. A strong ability to communicate across technological platforms (i.e. Slack, Gmail, etc.) 
8. The ability to make adjustments to the website or a willingness to learn. 
9. An ability to use online project management software. 
10. A basic ability to access databases and execute queries. 
 
Anticipated Salary & Benefits: 
1. This is a part time position not to exceed ten (10) hours per week at a rate of $20 per hour. 
2. Apple MacBook Air laptop and coworking office space at Trinity House, Stirling, NJ. 
 

 
Interested candidates may send a cover letter and resume to  

Dr. Michael St. Pierre at stpierre@ccmanetwork.org. 
 


