Job Description [Parish Name]

Job Title:  Pastoral Associate for the			FLSA Status:	Non-Exempt (Hourly)
                     Ministry of Care and Consolation
Reports to:  Pastor
								

I.  JOB SUMMARY

The Pastoral Associate for the Ministry of Care and Consolation is responsible for planning, directing and administering the total ministry of care and consolation to the parish and its community, acting as a missionary to the people of the parish. This person assists the Pastor, other parish staff, coordinators and volunteers to develop further appropriate and effective pastoral care programs and processes for those needing pastoral care and consolation in time of need.

This job description reflects management's assignment of essential job responsibilities; it does not prescribe or restrict the tasks that may be assigned.  All the duties and standards within this job description will be performed according to the established policies, procedures and guidelines.

II.	ESSENTIAL JOB RESPONSIBILITIES

1. Coordinate pastoral care to the homebound and facilities through training and mentoring/monitoring of volunteers, liaising with nursing facility coordinators, and making pastoral visits as needed.
2.  Serve as staff liaison to schedule funeral Masses/services and support the volunteer funeral coordinators in their ministries.
3. Offer programs related to care and consolation topics (including coordinating the Mass of remembrance).
4. Provide pastoral support to parishioners who are in emotional/spiritual need and refer to further services and resources as needed.
5. Act as parish staff liaison to provide support to ministries related to care and consolation, to include, but not limited to: prayer shawl, respect life ministries, celebration of life luncheon team.
6. Assist in coordinating efforts of outreach to the poor and within the Hilliard community through partnership with outside organizations (St. Vincent de Paul, Habitat and local food pantries).
7. Update the content to the parish website, bulletin, social media and other communication tools for areas of responsibility.
8. Event planning of Parish Lenten Mission, parish social events (Festival and Trunk or Treat) and promote Diocesan events.
9. Recommend changes in ministry practices or procedures for adult ministries (i.e. new parishioner engagement).
10. Develop adult programming such as music events, education programs, Lenten/advent book gifts and coordinating book clubs.
11. Regular attendance and punctuality is essential for this job.

III.	OTHER POSITION RESPONSIBILITIES
1. Complies with federal, state and local safety laws.
2. Maintains a neat and safe work area.
3. Perform other duties as assigned.




IV.	 BASIC QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Required: Compliance with BCI&I background checks and completion of Protecting God's Children program prior to beginning employment. Must be a member of a Roman Catholic parish community with an active and deep Roman Catholic faith. And participates in the communal worship and life of the Church. 

	Education:  A Bachelors or Master’s degree in social work, theology, religious studies or related field is preferred. 

Experience: Minimum of five years’ experience in the development and administration of ministry to the sick and bereaved. 

	Job Related Skills: An understanding of communications and the Catholic perspective; the ability to both serve and lead others; excellent reading skills and communication skills.  Must be courteous at all times; must be flexible to adapt to changing needs.

	Interpersonal Skills: The ability to work with others in a collaborative team environment.  
	
	Language skills: Ability to read and comprehend simple instructions, write short correspondence, and memos.  Ability to effectively communicate to customers, clients, and other employees of the Diocese.

	Mathematical Skills: Ability to add and subtract two-digit numbers and to multiply and divide with 10's and 100's.  Ability to perform these operations using units of American money and weight measurement, volume, and distance.

	Reasoning Ability: Ability to apply common sense understanding to carry out detailed but uninvolved written or oral instructions.  Ability to deal with problems involving a few concrete variables in standardized situations.

	Working Environment: The ability to maintain all information highly confidential.


V.	PHYSICAL MENTAL REQUIREMNTS

The Physical Demands Strength Rating reflects the estimated overall strength requirement of the job.  It represents the strength requirements, which are considered to be important for average, successful work 	performance.  The strength rating is expressed by one of the following five terms.  
	
	Light Work:  Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force frequently, and/or a negligible amount of force constantly (Constantly: activity or condition exists 2/3 or more of the time) to move objects.  Physical demand requirements are in excess of those for Sedentary Work.  Even though the weight lifted may be only a negligible amount, a job should be rated Light Work (1) when it requires walking or standing to a significant degree; or (2) when it requires sitting most of the time, but entails pushing and/or pulling of arm or leg controls; and/or (3) when the job requires working at a production rate pace entailing the constant pushing and/or pulling of materials even though the weight of those materials is negligible. 
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