Solanus Casey Center, Detroit, Michigan

Part Time - Weekend Assistant part time (Saturday and Sunday /  7:00 am – 4:00 pm) 

Inspired by the gospel of Jesus and the example of Francis of Assisi, the Capuchin friars of the Province of St. Joseph, together with our partners in ministry, prayerfully build sister-brotherhood in the world.  We attend simply and directly to the spiritual and other basic human needs, especially those of the poor and disenfranchised, promoting justice for all.

The Solanus Casey Center is a Roman Catholic Center of Spirituality open to all people seeking God, spiritual growth and religious experience.  The Center is part of a coalition of non-profit ministries sponsored by The Province of St. Joseph of the Capuchin Order and seeks a Part Time - Weekend Assistant.  The coalition of Detroit based ministries and offices include: the Capuchin Soup Kitchen, St. Bonaventure Monastery, Capuchin Missions, Capuchin Administrative Offices, Capuchin Development Office and Solanus Casey Center and Guild Offices.  The Weekend Assistant will help to cover all general needs which might arise on the weekends and help all guests feel welcomed and attended to appropriately.    
Responsibilities include but are not limited to: 

· Responsible to assist in areas of general maintenance inside and outside of the building (i.e., cleaning up the kitchen, dining room and bathrooms after major events on Saturdays and Sundays; any emergency clean-ups that might be necessary; picking up garbage on the outside grounds; light weeding; ensuring Creation Garden is free of debris; wiping down benches as needed; etc.).
· Provide relief coverage for the receptionist.  

· Assist in hospitality by setting up coffee and drinks for groups that have contracted for the use of the Center, along with any needs that arise).
· In coordination with the Hospitality Coordinator, act as Center liaison for groups using the Center on weekends.

· Assist as a docent for either scheduled groups that visit, or for occasional visits that may arrive.

· During winter months ensure the doors and walk way are free and clear to allow guests to enter the Center.  This may involve the need to help spread salt or shovel an occasional walk or entrance if the contracted company has not yet arrived – especially in the morning before the Church and Center opens.

· Other duties as assigned.

The ideal candidate will be motivated to assist others, demonstrating a warm and hospitable attitude.  The successful candidate for the position should be able to work on Saturday and Sunday in collaboration with friars, volunteers and employees while demonstrating professional and effective communication skills, the ability to work with diverse public, to operate the phone system.  The desired education and experience level for this position are a High school diploma or equivalent.    

The review of resumes will begin immediately. 
If you are interested in this position please submit your application or resume to:

employment@thecapuchins.org
Please include WEEKEND Assistant in the subject line Or

Human Resources – Assistant/WEEKEND
The Province of St. Joseph of the Capuchin Order

1820 Mt. Elliott Street

Detroit, MI  48207

