
Pastoral Associate for Parish Ministry
[Coordinator of Parish Ministry]

St. Mary – Navilleton Parish
I. Identifying Information:   

Title:

Pastoral Associate for Parish Ministry [Coordinator of Parish Ministry]
Status:

Part-time, 20 hours
Reports to:
Pastor (as supervisor)

Director of Catechesis of the Office of Catholic Education (in fulfillment of Archdiocesan Education Commission policies)
Supervises:
All volunteers in parish ministries
Other:

II. Primary Functions of the Pastoral Associate for Parish Ministry, Coordinator of Parish Ministry
The Coordinator of Parish Ministry ministers in collaboration with the Pastor, Parish/Pastoral Team, Commissions, Committees and parish volunteers.
The Coordinator of Parish Ministry serves the parish community by articulating the vision of religious education and addressing the four‑fold task of catechesis: proclaim the message, buildup the community, motivate to serve, and lead to worship and prayer.

III. Position Content for Pastoral Associate for Parish Ministry, Coordinator of Parish Ministry
A. Coordinates Parish Ministry in collaboration with and the guidance of the Pastor; the ministry may include the following:

1. May serve as a resource person to the various parish groups.
2. May serve as a spiritual director and may plan and direct days of reflection and retreats.
3. May share in visitations to the sick, hospitalized and those in crises.
4. May participate in ecumenical activities, and act as a liaison with other denominations.
5. May promote, develop evangelization efforts in the parish community, and works with and trains parishioners in evangelization.
6. Promotes Parish Life as directed by the pastor. This ministry may involve the following areas:

a. Attends and participates as necessary and at the direction of the Pastor in all parish committee activities normally involving and requiring pastoral participation.

b. Assists with ministry to alienated or non-practicing Catholics.

c. Affirms family life and encourage spouses and parents in their roles.

d. Assists in fostering a sense of community within the parish in which new members and established parishioners feel a sense of belonging to each other, the parish and the larger Church.

e. Assists with evangelization.

f. Promotes and trains lay leadership.

g. May oversee hospitality for various activities when needed.

7. May take leadership in the areas of evangelization, stewardship, justice and peace as directed by the pastor.
B. Recruit and Form Catechists & Volunteers
1. Recruits catechists and volunteers for adult faith formation initiatives who are professed and practicing Catholics

2. Works with catechists and volunteers to develop needed competencies 

3. Trains catechists and volunteers utilizing archdiocesan standards

4. Supports, supervises, and evaluates all catechists and volunteers
5. Facilitates the development of a community of faith among catechists and volunteers
6. Recruits, supports, and supports coordinators in the different areas of adult faith formation and parish community activities; meets with the coordinators on a regular basis
C. Administration

1. Participates as a member of the Pastoral Team

2. Consults with others, particularly those affected by the administrative policies/procedures developed for religious education/ faith formation and pastoral ministry
3. Provides information to pastor, pastoral staff, and parish pertaining to matters regarding pastoral ministry
4. Pursues a quality working relationship between self and pastor as supervisor

5. Identifies budgetary needs and request funds for parish ministries
6. Monitors the payment of bills and collection of fees and stays within budget guidelines

D. Relating to the Faith Formation Commission

1. Collaborates with the Commission in the areas of adult faith formation: identifying goals, objectives, etc.
2. Implements Commission policies
3. Prepares progress reports to Commission in the area of adult faith formation and parish ministry
4. Acts as a resource person for Commission committees

5. Cooperates with the Commission in the Performance Appraisal Process

E. Pastoral Ministry for St. Mary – Navilleton Parish:

1. To provide formation and curriculum designs, development and resources for catechesis and volunteers in all ministries:
a. Rite of Christian Initiation of Adults (RCIA)
b. Sacrament preparation: Marriage

c. Infant Baptism-Parent preparation

d. On-going adult education and formation

2. Supports, encourages, and offers resources to the Parish Commissions and ministries

3. Fosters evangelization efforts in the parish community and beyond the parish boundaries

4. Fosters and supports parish-wide programs of bringing people together for fellowship and ministry

5. Collaborates with Pastor and Coordinator of Religious Education in catechetical ministry:
a. Rite of Christian Initiation of Adults (RCIA) for children
b. Other:

IV. Position Specifications/Requirements

A. Skills, knowledge and abilities

1. a Catholic in good standing and 

2. professionally qualified as a minister, 

3. an integral member of the parish staff 
4. shares in the responsibilities of the parish community
5. Has the potential talent to be an effective religious educator, as evidenced by the initial interview process established with the Archdiocesan director of catechesis
6. Spanish language preferred and/or willingness to learn the language and traditions of the Spanish speaking community.
B. Education and Certification 
It is beneficial that the Pastoral Associate for Parish Ministry, Coordinator of Parish Ministry, have an educational background committed to continuing her/his educational formation. 

1. BA degree in catechetical ministry, pastoral ministry, theology and/or related field is required; MA is preferred. 
2. Completion of or continuing involvement in the Archdiocesan formation program for parish administrators of religious education is recommended.

3. Catechist certification with two years experience as a catechist is desired. 

4. The Archdiocese “Virtus” training program is to be taken and on-going formation in Virtus is a prerequisite for employment. 

5. Utilizes a process of self growth based on Office of Catholic Education guidance
6. Participates in religious education administrators meetings and/or pastoral associates meetings.

7. Participates annually in a performance appraisal process.

C. Personal and Professional 

The Pastoral Associate for Parish Ministry, Coordinator of Parish Ministry:

1. Possesses an active faith life and is able to translate this into action for others

2. Is collaborative.

3. Is knowledgeable of the mission of the parish and the wider Church.

4. Assists in the formation of the entire parish in understanding the parish mission.

5. Serves as resource person to other staff members and parishioners.

6. Possesses the professional background needed for effective parish work.

7. Possesses a willingness to learn and share.

8. Maintains skills and ongoing education through study, research, workshops and seminars (i.e., clergy/pastoral staff study days, Order of Christian Initiation of Adults workshops, Archdiocese ELM program, etc.).

9. Is a professional person of integrity and responsibility
10. Recognizes the need for on-going spiritual renewal.
11. Recognizes the need for leisure and takes it.
A. Experience
It is recommended that the Pastoral Associate for Parish Ministry, Coordinator of Parish Ministry, have two to three years of catechetical and/or pastoral ministry experience in which leadership, supervisory initiative, and adaptability to handle pastoral situations were demonstrated. Appropriate experience can serve as an offset to educational levels.

V. Work Environment

A. Usual work hours require week days, evenings and weekends

B. Travel required to deanery and diocesan meetings

C. This position requires the safeguarding of sensitive information
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