
LITURGICAL ASSISTANT/SACRISTAN  
and CHRISTIAN SERVICE COORDINATOR 

 
 Part time position without benefits - 18 hours a week 
 
 Position is comprised of two separate components: Sacristan/Liturgical Assistant and 

Christian Service Coordinator 
 

 Position will require working on the weekends and Holy Days  
 
        
JOB DESCRIPTIONS:  
          

PART 1: LITURGICAL ASSISTANT 
 

1) Opening and closing the church building as needed  
 

2) Setting up for and cleaning after the Masses - daily (3x/ a week), weekend 
(currently 3x), holy days, funeral Masses and special occasion Masses;  

 

3) Assisting the priest during the Masses (serving the Mass as needed and reading the 
readings - especially during daily Masses and funeral Masses);  

 

4) Assisting with the church decorating - as needed;  
 

5) Keep inventory of liturgical and worship supply such as candles, hosts, etc - and inform 
the pastor when the new order needs to be placed.  

 

6) Take care of the liturgical vestments and other liturgy related items;  
 

7) With the help of the custodian staff care for the cleanliness of the church building and 
the Perpetual Adoration Chapel.  

 
PART 2: CHRISTIAN SERVICE COORDINATOR 
 

The Christian Service Coordinator is responsible for overseeing and coordinating an active 
social ministry program for the parish. The program contains service, education, advocacy and 
action components and covers the full range of social ministry as determined through 
assessment of needs and collaboration with parish leadership, e.g., services to those in need 
of food, housing and clothing, those who are sick or suffering from bereavement, divorce or 
separation, those with special needs such as the disabled, shut-ins, widows, seniors and 
prisoners. Direct services are typically provided by volunteers supervised by the position. 

 Establishes a Christian Service Commission and include committees as recommended 
by the Archdiocesan “Parish Pastoral Council Guidelines and Handbook”. 

 Provide the parish with the awareness of human needs and the means to respond to 
those needs. Provides the parish with both the challenge and method to confront the 
structural causes of these needs.  

 Work with parish leadership team to integrate social ministry into the liturgical life of the 
parish and to provide ongoing education and formation to parishioners in the areas of 
Catholic Social Teaching. 

 Prepare and maintain the annual budget for Christian Service.  



 Develop and or maintain liaison with the service commission of the Pastoral Council and 
encourage commission integration with the other commissions of the parish.  

 Collaborates with the Service Commission to identify needs and encourage broad 
parish participation in response to those needs.  

 Provide opportunities for commission growth and leadership  
 Coordinate the recruitment, training, and support of Christian Service volunteers. 
 Maintain professional competency by applying for certification as a Christian Service 

Coordinator and continuing education and formation through regular attendance at 
workshops and seminars 

 
 

Job Qualifications:  

 practicing Catholic in good standing, well familiar with various Catholic Liturgies and 
para-liturgical services 

 flexible and people friendly individual able to work with others  
 needs to be able to lift small packages (25 pounds) and on emergency basis perform 

duties such as salting the sidewalks around the church entries, or operate a 
snow blower  

 AOD certification in Christian Service Ministry and minimum 3 years of experience.   

 

Additional Info:  
 
Daily Masses are currently celebrated on Tuesday, Thursday and Friday at 12 noon.  This is 
subject to change as the Family of Parishes project is implemented.  
 
Funeral Masses are celebrated at 10 AM Monday through Friday 
 
Weekend Masses are currently celebrated at 4 PM on Saturday and 9:30 and 11:30 AM on 
Sunday (subject to change)  
 
There is currently a second person responsible for opening and closing the church on 
Saturdays and setting up for the Saturday Mass.  
 
If interested please send your written resume to: fathera@stldm.org 
 


