
 
 

Clergy Assistant Job Description 
 

Indianapolis Hebrew Congregation is seeking a full-time Clergy Assistant to provide 

administrative support and assistance to our two Rabbis and our Cantor, in addition to other 

duties as needed in the front office. The successful candidate must be collaborative, self-

motivated, detail-oriented, energetic, and highly organized. The Clergy Assistant works closely 

with all staff, lay leaders and volunteers, and takes direction from and reports to the Senior 

Rabbi and Executive Director. The position demands a high level of professionalism, discretion, 

empathy, and self-motivation. The Clergy Assistant performs a variety of administrative duties 

primarily for the Rabbis and Cantor, which may be complex or confidential in nature. 

 
Primary Responsibilities  
 

 Manages busy calendars, scheduling and prioritizing appointments 

 Check voicemail and e-mail regularly and respond promptly 

 Prepare all correspondence per Clergy's instructions 

 Receive and screen incoming calls and/or visitors to the Clergy office and 

ensure appropriate follow-up to requests 

 In the Clergy's absence, handle all communications with the Clergy's contacts 

 Organize and maintain paper and electronic files 

 Manage and improve systems to enable the Clergy to work more efficiently 

 Coordinate administrative tasks for lifecycle and holiday events as well as for services 

 Prioritize overlapping demands, ongoing work projects and special assignments to 

consistently meet deadlines 

 Build and maintain meaningful relationships with temple members and others who are in 

contact with the clergy on a regular basis 

 Work with sensitive information/situations and maintain strict confidentiality and 

professionalism 

 Assist with recordkeeping for Clergy discretionary checking accounts 

 Perform other administrative tasks as needed in support of the front office under the 

direction of the Executive Director, including answering the phone and greeting visitors 

 Must possess strong communication and computer skills (including Microsoft 

Office Suite). 

 Coordinate B’nai Mitzvah process in conjunction with Clergy and B’nai Mitzvah 

tutors 

 Be available select Friday nights and Saturdays to assist with House Manager 

rotation among staff 



 

Qualifications/Requirements 

 Minimum of 2 years experience as a secretary or administrative assistant or equivalent 

 Exceptional writing, editing, proofreading, and communication skills required 

 Proficient in MS Office Suite, especially Word and Excel 

 Familiarity with Constant Contact and Facebook a plus 

 Familiarity with databases a plus 

 Professional in appearance and temperament, and like working in a team environment 

 Ability to work well under pressure, work independently, and as part of a team 

 Basic knowledge of Judaism preferred (not required) 

 
 
Please send Cover Letter and Resume to: JobApplicant@IHCIndy.org  
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