
03 6234 4866

peter .addicoat@passionists .com

passionistshobart .org.au

65 Harrington Street Hobart TAS

Eligible candidates must send 

a cover letter and complete 

CV to Fr Peter Addicoat CP

by Wednesday 14  January 2026t h

Position

Contact Details

Award Classif ication:
Clerks Private Sector 2020

Role Description: 
To provide support in the day
to day administrative matters
for the St.  Joseph’s Parish and

Community

A detai led job description

avai lable upon request

Please forward this  information

to suitable persons

Hours of work:  
Monday, Wednesday & Friday 

from 9am to 4pm

Responsibilities:

Requirements:

R e c e p t i o n :
Greet and assist visitors
Sort / distribute emails / mail
Respond to initial enquiries about the
Parish/Community and forward to the
relevant team member 

EMPLOYMENT
OPPORTUNITY

St Joseph’s Parish and Community
are seeking to employ on a

permanent / part-time basis a person
to fill the role of Administration

Assistant

A d m i n i s t r a t i o n  
Prepare Newsletter
Prepare Commentaries
Prepare Mass Texts 
Assist Risk Management program
Workplace Health & Safety
Order Church & Office Supplies

K n o w l e d g e / S k i l l s / C o m p e t e n c i e s

Ability to work in a Catholic environment
Ability to work both independently and
collaboratively
High proficiency with Microsoft Office
suite, Adobe, Dropbox etc.
Excellent written and oral communication
skills
Excellent organisational skills to balance
competing priorities and deadlines
Excellent attention to detail
Excellent interpersonal skills
Maturity and capacity to deal sensitively
with complex and difficult matters
Maintain confidentiality and discretion


