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DIOCESE OF LAFAYETTE 
Job Description 

 
Priests’ Benefits Coordinator 

Administrative Assistant  
 
 
IMMEDIATE SUPERVISOR:   Chancellor/Director of Human Resources 
POSITION STATUS:     Non-exempt, Full-time Regular, Benefits eligible  
 

 

Position Summary             

The person in this position is called to provide a Christian, compassionate, and professional 
personality in all aspects of day-to-day operations, with complete confidentiality. The 
responsibilities of this position frequently involve sensitive matters necessitating discretion.  
 
While a dual-position, the role of Priests’ Benefits Coordinator is the primary responsibility of this 
position, assisting priests (active and retired) in navigating through their health, dental, vision and 
long-term care benefits. In the role of Administrative Assistant, this individual will assist the many 
offices of the Chancery, as needed and directed by the Chancellor. 
 
The Priests’ Benefits Coordinator/Administrative Assistant must be a team player who shares and 
participates in the vision and goals of the Bishop and of the Diocese, while following all diocesan 
and office policies, procedures and regulations.  This individual is required to take an Oath of 
Confidentiality. 
 

Essential Duties and Responsibilities: 

 Assist diocesan priests (active and retired) with all benefits issues (i.e., orientation, 
enrollment, claims, appeals, reimbursements). 

 Process priests enrollment/change forms. 
 Maintain up-to-date benefits files on each priest. 
 Manually create and file UB04 (or related) claims (as needed for services not filed by 

provider). 
 Provide benefits orientation for new/transferring priests. 
 Provide regular communications to Priests regarding benefits. 
 Assist priests with enrollment in Medicare (includes visiting Social Security Office). 
 Address benefits-related inquiries in a timely manner. 
 Serve as regular substitute for Receptionist as well as in Auxiliary Services. 
 Assist other Chancery offices as needed and directed by the Chancellor. 

 

Required Knowledge, Skills and Abilities: 

 Ability to maintain confidentiality. 
 Proven experience in processing health insurance claims, minimum of three years’ 

experience preferred. 
 Working knowledge of insurance guidelines as well as federal and state health programs 

(including Medicare). 
 Knowledge of and experience in current office-related computer system(s), including but 

not limited to WORD, EXCEL, OUTLOOK and mail-merge programs. 
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 Proficient typing and proofreading skills as well as ability to compose and write in proper 
format, punctuation, spelling and grammar. 

 Self-motivated, prompt in performing tasks and capable of working independently. 
 Ability to deal sensitively, courteously and responsively (via telephone, electronic 

communications, or in person) when responding to inquiries and in making referrals. 
 Good organization skills as well as the ability to effectively multi-task while working under 

deadlines. 
 Ability to clearly communicate and interact with the many different persons who will be in 

contact with the office, including but not limited to clergy, religious, and chancery 
personnel. 

 Must maintain up-to-date Safe Environment certification. 
 High school diploma or equivalent. 
 Minimum of three years’ experience in office setting; human resources/benefits-related 

preferred. 
 

Job Conditions/Physical Demands: 

The following are representative of the physical capabilities that must be met by an employee and 
the working conditions that 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. 
 

 Ability to push, pull, lift, and carry items up to 20 pounds 
 While performing duties of this job, employee is required to sit, talk, hear, grasp, reach and 

perform repetitive motions of the fingers, hands and wrists 
 Work is performed in an office setting, with periods of high stress 
 Employee is required to do extensive close computer work 
 Employee must have transportation readily available, with appropriate insurance coverage 

and current driver’s license 
 May be called upon to perform work/attend meetings at times other than noted above, 

when necessary, which may require some travel 
 

I understand that the above statements are intended to describe the general nature and  
level of work required of this position. This is not meant to be an exhaustive list of all 
responsibilities, duties, and skills required.  
 
Persons with disabilities may receive reasonable accommodations for performing the 
essential duties.  
 
Duties and responsibilities are subject to change as the needs and requirements of the office 
change, as determined by the Chancellor/Director of Human Resources. 
 


