JOB DESCRIPTION
Position Title:  Pastoral Associate



Status:  Exempt

Supervisor’s Title:  Pastor




Approval Date:  


Job Summary:

A pastoral associate is a leader and assists/collaborates with the pastor/parish director/administrator in the pastoral care of the parish(s) while collaborating with the ecumenical community. This includes the direct coordination of one or more specific ministries, e.g. sacramental planning, educational formation, pastoral ministry, and/or parish administration.

Knowledge, Skills, & Abilities:

K: Knowledge

1. Master’s degree in Divinity, Theology, Pastoral Ministry, Religious Studies or its equivalent required. 

2. Parish based ministry experience of at least two years required. 

3. Working and theoretical knowledge of Catholic sacramental theology including current Church and Canon law and teaching and issues related to: RCIA, Baptism, Confirmation, Eucharist, Reconciliation, Marriage, Anointing and Funeral Rites.
4. Demonstrate a working knowledge of theology that can be translated into practical pastoral and liturgical situations.

5. Working knowledge in MS Office products.

6. Must have a valid driver’s license for the State of Wisconsin.
7. Bilingual Spanish/ English preferred/required.

S: Skills

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

3. Strong organizational skills.

4. Conflict resolution and mediation experience preferred.
5. Skill and experience in ministry leadership, counseling, and public speaking required. 
A: Abilities

1. Availability for frequent evening and weekend work.

2. Ability to apply and publicly share application of the Scriptures and Catechism of the Catholic Church.

3. Ability to multitask, prioritize, and build bridges in relationships..

4. Ability to maintain confidentiality.
5. Active participant in the work of the Catholic Church and is able to partake in the full sacramental life of the Church.

Duties and Responsibilities - Major Position Responsibilities and Regular Activities

Ministry of Worship
· Assists in the preparation of parish sacramental celebrations through collaboration with all stakeholders.

· May lead communal prayer services, including wakes, final commendation and committal services, stations    

· of the cross, and ecumenical celebrations.

· Preaches when pastorally and canonically appropriate.

· Assists in the formation and preparation of individuals and families for the sacraments.
· Assists couples regarding marriage and annulment procedures, as directed by the Archdiocesan Tribunal Office.

· Active and visible participant in liturgies, prayer services, parish events, and programs. May represent the pastor/ parish director/administrator in their absence and request.
· Responds to crisis situation, parishioners and all people seeking assistance.
Ministry of Education
· Assists parish staff, volunteers and parish groups in spiritual development and formation. May develop    
retreats, in-services and prayers that foster faith in individuals and groups.

· Assists in the formation of the entire community in the understanding of the parish mission.

· Collaborates with other parish staff in providing child, youth and adult religious formation, including 
 catechist formation.

· Serves as a resource to other staff and volunteers in interpretation of Church teaching and canon law.

Human Concerns
· Assists the pastor/parish director/administrator 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.

· Directs pastoral services for individuals suffering from illness, grief, spiritual crisis.

· Assists in responding to the needs of the poor, the uninsured, and the forgotten in the parish and the community.

· Affirms family life and encourages spouses and parents in their roles.

Administration
· Trains and supervises one or more specific ministries within the parish and oversees respective budget and financial records.

· Collaborates with the pastor/parish director/administrator and other parish staff in the management of the parish. Understands the roles and works with of trustees, parish council and other committee responsibilities, as needed.
· Assists in maintaining parish, civil and canonical records.

· Together with the pastoral staff, provides for and implements pastoral planning and strategic planning which may include addressing the stewardship needs of the parish.

Other:

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 - 





