Our Lady of the Assumption
Confirmation Coordinator

(Non-Exempt)

I.
POSITION PURPOSE:

This position assists parishioners to prepare to receive the sacrament of Confirmation and in some cases of Baptism, First Penance, and First Eucharist.
II.
MAJOR DUTIES AND RESPONSIBILITIES:

A.
Assures the development and implementation of a catechetical process to prepare members of the parish to receive the sacrament of Confirmation and when necessary for case specific students: Baptism for children (RCIC); First Penance, and First Eucharist.
B.
Assures the recruitment, training, motivation, support and evaluation of volunteer sacramental preparation teachers, aides and other support personnel necessary to accomplish the goals and objectives of the Sacramental Preparation Program. Facilitates opportunities for volunteers to develop and enhance their personal faith growth.

C.
Assures parents are invited, involved, trained and supported as their children prepare for Confirmation.
D.
Assures the Sacramental Preparation budget is prepared and submitted in a timely basis. When budget is approved, assures the monthly monitoring of expenses and revenue; authorizes all expenditures of that budget.
E.
Collaborates with the High School RE Coordinator in developing and implementing the Confirmation Program.

F.
Assures the purchase and allocation of all materials and equipment for the Sacramental Preparation programs, including textbooks, audio-visuals materials, general supplies and all other resources necessary to implement the catechetical programs.

G.
Assures the development and maintenance of a record-keeping system for the Sacramental Preparation Program.

H. Maintains a current level of knowledge and skills required to function as a Pastoral Assistant for Sacramental Preparation. This is accomplished by reading appropriate materials and attending workshops and conventions. Incumbent also participates in professional organizations, as approved and as appropriate.

EXPECTED QUALITIES AND QUALIFICATIONS

1. Baptized member of a Catholic parish faith community. Agree without reservation to the Congregation for the Doctrine of the Faith Profession of Faith and Oath of Fidelity as each pertains to the position.
2. Commitment to the Mission of the parish.

3. Bachelor’s degree or equivalent in theology, pastoral ministry, religious education or related field.

4. Demonstrated knowledge of sacramental preparation processes.

5. At least 1year successful parish pastoral work including volunteer work.
6. Understanding of education and formation processes for youth and adults.

7. Demonstrated ability to recognize and honor diversity within the parish community.

8. Ability to work collaboratively with other staff and volunteers.

9. Able to honor and maintain confidentiality.

10. Able to maintain record keeping systems. 

11. Able to work flexible hours, including nights and weekends including Liturgical events (i.e., Christmas and Easter seasons)
12. Must receive Safe Environment clearance by completion of Virtus online training and receiving an employee DOJ and FBI clearance. 

13. 10.Valid California driver license.

POSITION DETAILS

15 hours per week

Pay scale: hourly

Status: part-time, non-exempt, non-benefit eligible
APPROVED:

Incumbent:






Date:




Supervisor:






Date:




Director:






Date:




(If different from Supervisor)

Human Resources:





Date:
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