JOB DESCRIPTION
Position Title:  Director/Coordinator of Evangelization 
Supervisor’s Title:  Pastor


Status:  Exempt

Approval Date:  


Job Summary:

The Director/Coordinator of Evangelization efforts attends to three populations – active parishioners, the inactive community, and the unchurched – and therefore involve renewal and formation ministries within the parish, and outreach and welcome toward those not active or connected with the parish.  Goals of the position include fostering conversion and growth in discipleship among the faithful, develop a welcoming community, animate and equip parishioners to evangelize by witness, word, and action, and enhance communication within and beyond the parish community.
Knowledge, Skills, & Abilities:

K: Knowledge
1. Eligible for Advanced Religious Education Certification with the Archdiocese of Milwaukee.

2. Knowledge in Scripture, Catholic theology, spirituality, and psychology/methods. 

3. Familiar with Church documents relating to evangelization.

4. Competent in visioning, applying appropriate methods and basic program development.

5. Working knowledge in MS Office products.

6. Valid driver’s license for the State of Wisconsin preferred.

7. Active Catholic able to participate in the sacramental life of the Church.  

8. Bilingual Spanish/ English preferred/required.

In addition to the respective position title:
Director:

9. Master’s degree in catechesis, pastoral ministry, or related field preferred.
10. Education or experience in training, delegation, empowering and supervision preferred/required.

Coordinator of Religious Education/Youth Ministry/Adult/Family Faith Formation/RCIA:
6. BA in catechesis, pastoral ministry, or related field preferred or an educational field and/or a certificate in ministry or theology from a Catholic institution of higher learning preferred.

S: Skills

1. Professional working attitude and collaborative approach.
2. Strong verbal and written communications skills.

3. Strong organizational skills.

4. Strong presentation skills.
A: Abilities
1. Ability to multitask and prioritize.
2. Ability to make decisions, attentive to details, and troubleshoot.

3. Ability to maintain confidentiality.
Duties and Responsibilities (from NCCL):

Evangelization and Discipleship
· Plan and coordinate adult inquiry and faith formation opportunities.
· Coordinate or serve as resource to ministries of outreach, welcome and renewal:

· Hospitality ministry

· Evangelization/Outreach initiative

· New member welcome

· Baptism preparation and follow-up with young parents.

· Rite of Christian Initiation of Adults

· Returning Catholics

· Faith sharing groups

· Parish missions

· Engages in relational ministry as needed to help adults to develop a personal relationship with God as the heart of their faith.

· Collaborates with youth ministry staff to foster youth evangelization.

· Collaborate with other Catholic parishes, schools, and organizations to plan and implement strategies for the greater community.

Planning and Administration:

· Collaborates with other staff, pastor, and appropriate councils and committees to articulate a vision for evangelization in the parish.

· Plan and implement strategies to reach active parishioners, inactive Catholics, and the unchurched in the community.
· Collaborate with other parish leaders to collect and analyze data for pastoral planning, e.g., parish census, needs assessment, interest surveys, or area demographic research.

· Evaluates programs to determine strengths, areas for improvement, and future needs.

· Establishes a program calendar, taking into consideration local events, seasonal and annual opportunities, and the master parish calendar.
· Cooperates with other parish personnel and parishioner groups in the use of parish facilities.
· Prepares and monitors the budget for parish evangelization.
Communication and Public Relations:
· Collaborates in parish communications, using multiple means (web, bulletin, newsletters, social media), creating engaging and creative content, enhancing communication with parishioners and with the public beyond.

· Creates, organizes, plans and implements effective communications messages and strategies for the parish.

· Reviews and updates parish website on a regular basis and manages content across social media platforms.

· Works closely with bulletin editor to keep parish bulletin relevant, and on message.

· Promotes programs and events using digital and print media, including email, website, bulletin notices, flyers, posters, social media, and diocesan and local newspapers.

· Communicates with community groups, local schools, and parish organizations regarding calendars and public concerns.

· Keeps current on communications and technological trends and looks for opportunities to use this information to communicate effectively with the parish family and local community.

Leadership:

· Participates as an active member of the pastoral team.
· Attends parish pastoral council meetings, as appropriate and requested.

· Guides the pastoral team and parish committees in aligning efforts with the overall parish vision of evangelizing.

· Acts as a resource person and initiates faith-building initiatives to promote and provide faith-building opportunities.

· Attends respective Archdiocesan and Deanery workshops/programs, as needed.

· Serves on regional, diocesan, or state committees and organizations, as appropriate.
Other:

· Visibly engaged at principle parish events.

· Fosters positive public relations in and outside the parish/school.

· Creates operating procedures for each aspect of the position.

· Other duties as assigned.

ADA Physical Requirements:
· The employee is regularly required to sit, stand, walk, talk and hear. 
· The employee is frequently required to sit for extended periods; use hands; reach with hands and arms. 
· Close vision required for paperwork and computer. 
· Able to utilize computer keyboard, monitor, and telephone. 
· This role functions in an office environment and uses standard office equipment. 
· Ability to lift 20 pounds.
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
Nature of Supervision Received:

Identify the degree of supervision the job will receive and/or give, e.g., minimum, moderate or none.
Judgment Exercised/Decisions Made:

Employee is expected to take initiative and make decisions based on the mission and vision of parish and/or school and direction from the supervisor and/or Pastor.  List the financial responsibilities, e.g., staying within budget.
Number of Employees Supervised:
Input a range of employees to supervise and note if there are in the same location or if in various locations.
Note: The purpose of this document is to describe the general nature and level of work performed by personnel so classified; it is not intended to serve as an inclusive list of all responsibilities associated with this position.
Employee Signature - 






Date - 
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