
 

POSITION DESCRIPTION 

 

 

DATE:    July 1, 2019 

PARISH:   St. Mary Parish, Anacortes, WA and  

St. Paul Parish, Swinomish Reservation 

TITLE:                                    Coordinator for Liturgy 

REPORTS TO:                       Pastor 

POSITION STATUS:  Part-time, Hours to be determined, Non-exempt Hourly 

 

 

 

POSITION PURPOSE 
 

At the direction of, and as assistant to the pastor works in collaborative leadership with other 

staff and volunteers in implementing the mission of St. Mary and St. Paul Parishes.  This is 

accomplished by the planning, development, implementation of programs in service of and 

related to the Eucharist and Sacramental celebrations of the parish. 

 

I. DUTIES AND RESPONSIBILITIES 

 

Liturgy 

 

A. Collaborates with the pastor, staff (especially the Music Coordinator), and consultative 

bodies and liturgy teams in implementing the mission and liturgical vision of the parish.   

 

B. Directs development and implementation of a comprehensive liturgical plan for each year 

and liturgical season. Coordinates liturgical celebrations, special liturgies and para-

liturgies at the discretion of the pastor.  

 

C. Attends all weekend Masses and holy days of obligation and any other Masses deemed 

useful by the pastor, unless otherwise directed.   

 

D. Maintains a level of knowledge and skills required to function as the Liturgy Coordinator 

by study and attending workshops as approved or directed by the pastor.  The Liturgy 

Coordinator also participates in appropriate local, regional and national professional 

liturgical organizations as approved or directed by the pastor. 

 

 

Faith Formation & Liturgical Catechesis 

 

A. Collaborates with the Faith Formation staff, the pastor and volunteers to implement the 

RCIA (and RCIC) programs. Attends pertinent classes and meetings for this purpose at 

pastor’s direction.  

 

B. Collaborates with pastor and staff in developing formation and enrichment programs for 

liturgical ministers and parishioners in general.  

 



 

Administration and Support 

 

A. Coordinates with the Parish Administrator and Music Coordinator in planning the budget 

for liturgy programs.  In collaboration with the same, oversees the purchase, 

maintenance, storage, and supply of sacred vessels, vestments, and other liturgical 

supplies. Assures that adequate materials for worship are available.  

 

B. Serves as program administrator for all liturgical scheduling, including (visiting) 

presiders, lectors, Extraordinary Ministers of Holy Communion (EMHC’s), servers, 

sacristans, artists, ushers, environment, and others.  Serves as backup in each of these 

ministries as needed and time allowing. Recruits, screens, trains, and supports these 

ministers, assuring the completion of background checks and Safe Environment training 

as appropriate. 

 

C. Collaborates with other parish staff in preparing the overall parish calendar.  Attends 

planning meetings related to parish events, strategies and goals. 

 

D. Serves as support staff or staff representative to various parish programs, such as the 

Perpetual Eucharistic Adoration program.  

 

E. Performs other duties as assigned. 

 

III. MINIMUM QUALIFICATIONS 

 

A. High School Diploma with BA preferred.  

 

B. Verifiable experience in parish leadership and group collaboration.  

 

C. Leads a life consistent with the Catholic faith and moral teaching. 

 

D. Demonstrated strong verbal and written communication. 

 

E. Demonstrated experience effectively leading diverse groups of people. 

 

F. Demonstrated organization presentation, teamwork, technical and time management 

skills. 

 

G. Working knowledge of Microsoft Office Suite. 

 


