
St. Patrick’s Parish

JOB DESCRIPTION & Expected Results Statement


	Position Title:                                                 Director of Catechetical Ministries


	Purpose of the Position:

The Director of Catechetical Ministries is responsible for the development, supervision and or coordination of all Faith Formation programs in the parish in the model of “whole community catechesis.”    He/she is also responsible to coordinate the recruitment, training, support and appreciation of all those involved in catechetical ministry.  The DCM is a member of the St. Patrick’s Parish staff and reports directly to the Pastor.  This is a full-time paid position. 




If you are successful in your position, what measurable results will:
	· The people in the assembly observe?

· A vibrant Christ-centered faith formation program that offers opportunities for men and women of all ages to be formed in their Catholic faith and to apply that to life within the parish and the wider community
· A deliberate program that teaches new parents how to impart the faith to their children as first catechists
· Opportunities to learn about and volunteer for catechetical ministries within the parish and the larger community

· An invitation for volunteers and staff to discover their own gifts and ways to share their time and talents.

· A warm and inviting environment that encourages and recognizes achievement.  
· An environment where students feel connected to each other as a church family; where each student is valued and celebrated.

· children, youth, and seniors are integrated into all phases of parish life to create a culture that is intentionally intergenerational, striving to unite with and complement other church ministries.

· Fun and meaningful opportunities for all children, youth, and seniors to connect and grow together.

· Students, parents, and parishioners are informed of ongoing activities and are regularly updated on ministry strategies and plans in a way that encourages partnership and involvement.



	· Program heads and catechists observe?

· Program coordinators receive guidance on appropriate communication to those within their ministries 
· Excellent communication between and within programs.

· Targeted and appropriate training programs are provided by coordinators to all new catechists
· Ongoing training and renewal programs are provided to catechists.

· An orientation to sharing skills, mentoring and coaching volunteers.

· Established goals that are communicated and measured.

· A commitment to excellence.

· Recognition and celebration of volunteers
· A fair and supportive attitude to support good relations between various catechetical ministries
· Coordinators and catechists who are aware of and committed to their responsibilities



	· The Pastor & Catechetical Ministries Team observe?
· A successful faith formation program to support the mission of St. Patrick’s Parish and the spread of the gospel in North/East Anchorage.

· An annual faith formation action plan and calendar.

· Ongoing activities to recruit, train, recognize and celebrate parish catechists

· Eighty percent retention in programs from the start of the year.

· Consistent Year-over-Year growth in participation.




	Position Title:   Director of Catechetical Ministries
	Supervisor Title:    Pastor


	Employee Profile
The Employee Profile is a list of habits, skills, experience, knowledge and values that a 

person must possess to achieve the results designated in the Position Results Statement.

	· HABITS
What usual manner of behavior is expected for a person to be successful in this position?

· Positive attitude

· Deals with issues in a timely and effective manner.

· Goal and results-oriented; focused on solutions
· Forward thinking
· Self-motivated, able to work without close supervision; 
· flexible to changes in procedures and/or direction.

· Organized, prepared, punctual, proactive
· Possesses qualities catalytic to teen ministry, children’s faith formation, seniors, and bringing people into the catholic church; for example, has a sense of humor, energetic, and authentic.

· Leads by example,


	
SKILLS
What abilities are necessary to successfully perform in this position?

· Good leadership, with engaging educational skills

· Ability to effectively manage multiple programs with a variety of stakeholders, including pastoral staff, the elders, church staff, administrative team, volunteers.
· Effective Communication- strong interpersonal, oral and written skills 
· Adept at social media, multimedia, tech and presentation software and their use for ministering to youth 
· Creative thinking in a collaborative environment
· The ability to motivate others

· Excellent planning and organizing skills

· Ability to invite, train, support, and thank program staff and volunteers with diverse gifts and personalities.


	
EXPERIENCE/KNOWLEDGE
What previous experience/knowledge is necessary to be successful in this position? What additional experience/knowledge is preferred? Educational requirements?

· Must be a practicing Catholic willing to become an engaged member of the St. Patrick’s Parish
· Master’s degree in Catholic Religious Education/Administration, Religious Studies, Pastoral Theology or related field; may be substituted with career experience in a related field.

· Experience with “whole community catechesis.” 

· Experience in recruitment, motivation and recognition of others.

· Experience in education and training as well as train-the-trainer methodologies 
· At least three years’ experience in a catechetical environment. 

· At least three years’ experience working with elementary, middle and high school students, as well as senior parish members.  

· Familiar with youth culture. Keeping current with the trends and issues important to children and teens allows youth ministers to counsel youth in a language that they understand and respect. 
 

	
VALUES
What values should a person hold to be successful in this position? What personal values will make this person a role model or leader for others?

· Christ-centered

· Commitment to excellence and accountability
· Candor

· Compassion

· Thrives within a team environment 
· Community-orientation
· Gifted and called to youth ministry, loves children and young people, 
· Has a passion for evangelism and outreach, both personally and at the ministry level,
· Passionate, outgoing 




	Position Title: Director of Catechetical Ministries
	Supervisor Title: Pastor


	Responsibilities
	*Authority


1
2
3

	Prepare an annual plan, calendar and budget for parish Catechetical Ministries  that will accomplish our mission and vision as a ministry as well as complement our mission and vision as a Parish
	
	
	X

	To act as resource/advisor to the Pastor, various appropriate ministry teams/coordinators, the Pastoral Council, [and Stewardship Council] in matters pertaining to Faith Formation. 
	X
	
	

	In collaboration with the Pastor to establish (if necessary) and support program teams and coordinators engaged in the spiritual growth and faith formation of the all parishioners.   (cf.  Parish Handbook and attached for a list of ministries.) 
	
	X
	

	In collaboration with the Pastor and Liturgy Committee, to help plan sacramental liturgies. 
	
	X
	

	To coordinate the recruitment, training, support and appreciation of various ministry teams/coordinators and catechists
	X
	
	

	Ensure that there is periodic evaluation and feedback of programs to the Pastor, ministry teams/coordinators and catechists

	X
	
	

	Lead and organize effective youth programs implementing fellowship, worship, biblical teaching, discipleship, and evangelism, as well as ministry and mission opportunities.
	
	X
	

	Coordinate one retreat or continuing education per year for ministry teams/coordinators and catechists
	
	X
	

	(Compose and) Review the Catechist’s Handbook yearly and make recommendations for revision 
	
	
	X

	(Establish and) facilitate a Catechist Mentor Program
	
	
	X

	Act as parish liaison with appropriate Archdiocesan offices, attend all relevant Archdiocesan meetings and ensure compliance with Archdiocesan norms. 
	X
	
	

	In cooperation with the pastor and relevant ministry teams/coordinators, to evaluate, select and obtain materials to be used in parish faith formation programs.  
	
	
	X

	Personally attend at least one catechetical conference enrichment experience per year
	X
	
	

	Attend all staff and relevant council meetings to promote the unity, direction and vision of the parish.
	X
	
	

	Explore and implement outreach events to connect students and families in the local community to our church community.   Foster cross collaboration between ministries and area churches
	
	X
	

	Lead staff efforts to maintain social media presence i.e. Facebook, Twitter, Instagram, etc.
	X
	
	

	Other reasonable duties as assigned. 
	
	X 
	


*1- Authority to make decision without advising supervisor.
2- Authority to make decision advising supervisor within 2-3 days.
3- Requires approval prior to making decision.

