
The Cathedral Church of St. Paul is an equal opportunity and at-will employer. 

 

JOB POSTING 
 

Title:   Operations Assistant – Cathedral/Diocesan Center 

Classification:  Part-Time Non-Exempt / $15.00 per hour (19 hours per week) 

Location:  4800 Woodward (at Warren Avenue) Detroit (Midtown) 

Status:   Sundays and some Weekdays required 
 

Summary Description 
 

 Open building for the day, unlocking doors and gates, turning on lights, etc. 
 

 Close building for the day, ensuring all spaces have been vacated by staff and visitors, 
locking doors and gates, turning out lights, ensuring restrooms are clean and supplied for 
the next day, removing trash, and setting security alarm. 
 

 Building maintenance, cleaning, and grounds-keeping. 
 

 Cover reception desk as needed, welcoming staff, signing in and directing guests, and 
announcing guests. Answering phones, accepting deliveries. 
 

 Set up for meetings and events: Set up tables/chairs for meetings and special events. 
Requires ability to move heavy tables, numerous chairs, and other equipment. 
 

 Other assignments: As requested by the Director of Operations or Facilities Manager. 
 

 
Qualifications 

 

 Attendance and timely daily arrival must be impeccable. 

 Strong communication and interpersonal skills are essential. 

 Must be able to lift/move up to 50 lbs. 

 Some experience preferred, but not necessary. 

 Friendliness and courteousness critical. 

 Basic computer skills a plus. 

 
Submit resumes to ccomstock@detroitcathedral.org 

mailto:ccomstock@detroitcathedral.org

