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“Saint Francis Xavier Catholic Church in Stillwater, OK is committed to helping each person in Payne 
County: Encounter Jesus Christ, Grow in relationship with Him as a disciple, and to “Go, make disciples”. 

 
Bilingual Office Assistant 

 
Job Description 

Title: Bilingual Office Assistant  
FLSA: Part-Time (Hourly) 
Supervisor: Pastor 
To Apply: Please submit a resume and cover letter to the Pastor, Father Brian O’Brien, at 
frobrien@sfxstillwater.org. 

General Summary:  
The Bilingual Office Assistant will be a key contributor to the advancement of the parish mission to 
“go make disciples”. This is accomplished by playing a vital role in the day to day operations of the 
parish by helping all people who contact Saint Francis Xavier Catholic Church. The Bilingual Office 
Assistant will often be the first person a visitor meets, thus a spirit of joy and hospitality should define 
this individual. As part of the parish’s effort to align everything towards accomplishing the mission 
of Jesus Christ, the position is designed to take on multiple jobs and miscellaneous tasks within the 
parish office as detailed below.  

Key Responsibility Areas  
● Welcome/Receive all visitors and parishioners who contact or visit the office 

○ This may include but is not limited to office visits, calls, emails, letters coming into 
the office, and mail. 

● Communicate to the staff and the clergy any pertinent correspondence and information, in 
a timely manner.  

● Assist staff and clergy in meetings and events to help translate to our Spanish speaking 
parishioners as needed - i.e. Baptism, Wedding, Funeral etc. 

● Help pastor and staff organize Quinceaneras 
● Assist with translations of various materials from English to Spanish and vice versa. 
● Availability on Sundays from noon-3pm to assist Clergy before and after Spanish Mass, 

with consistent weekday office hours. 
● Help priests and parish staff with Spanish speaking events. 
● Check mailbox daily, sort, and visit the Post Office. 
● The above job duties and responsibilities describe the general nature and level of work for 

the employee in this position, but this is not intended as an exclusive or all-inclusive 
inventory of all duties required of the employee in this position.  
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Qualifications  
● Strong English and Spanish interpersonal, written, and verbal communication skills.  
● Passionately Catholic and a willing advocate for the Vision of the Parish to evangelize 

Payne County. 
● Positive attitude and an approachable personality. 
● Attention to detail in all work. 
● Self-starter with the ability to work independently with great organizational and time 

management skills.  
● Knowledge and ability to use Microsoft Office and Parish database software.  
● Sincere commitment to work collaboratively with all constituent groups, including staff, 

volunteers, parish and school families, and other supporters maintaining positive 
relationships on all levels.  

● Willingness to communicate and respond to all parish communications between staff in a 
timely manner. 

● Exercises independence and judgment and is Professional, Trustworthy, and Confidential 
(mature and discrete). 

● Ability to face situations courteously, tactfully, and with respect for the rights of others.  
● Must be able to organize and prioritize work, be proactive, take initiative, resolve 

problems, follow through, and simultaneously manage multiple priorities.  
● Present before and after Spanish Mass to be available to the parish community to support 

and assist clergy. 
● Must successfully pass the required BCI/FBI background check and Safe Environment 

(VIRTUS) training prior to employment and every five years.  
● Must maintain a valid driver's license.  

Physical Demands  
The physical demands described here are representative of those that must be met by an employee 
to successfully perform the essential functions of this job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. While performing the 
duties of this job, the employee is regularly required to stand; walk; sit; reach with hands and arms; 
climb or balance; stoop, kneel, crouch, or crawl; and talk or hear. The employee must regularly lift 
and/or move up to 30 pounds. Specific vision abilities required by this job include close vision, 
distance vision, and ability to adjust focus.  

Working Conditions  
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. The noise level in 
the work environment is usually moderate. Position will require evening and weekend hours. The 
above job duties and responsibilities describe the general nature and level of work for the employee 
in this position, but this is not intended as an exclusive or all-inclusive inventory of all duties required 
of the employee in this position. 


