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DIRECTOR OF SACRED MUSIC 

Roman Catholic Diocese of Madison 

St. Bernard Parish, Madison 
              

POSITION NARRATIVE 

The Roman Catholic Diocese of Madison and the parish of St. Bernard are 

pleased to announce an opening for the position of Director of Sacred Music.  This will be a 

combined position in which the candidate will serve at both the parish and diocesan levels in 

directing, executing and implementing a successful sacred music program. 

St. Bernard Parish is a parish of approximately 600 families, located in the 

Schenk-Atwood neighborhood of east Madison, Wis.  Founded in 1906, the parish’s current 

cruciform church was completed in 1926, and will celebrate its 100th anniversary in a few years.  

The parish is located in a dynamic and rapidly changing part of the city.  Younger families are 

beginning to call St. Bernard their spiritual home, thanks to our commitment to beautiful liturgy 

and our love for sacred music. 

Under the direction of our previous director, we have embraced an opportunity to 

bring two historical and beautiful instruments to St. Bernard.  In the fall of 2023, the parish will 

welcome the arrival of E.M. Skinner Opus 265 and E.M. Skinner Opus 738.  Opus 265 is a pre-

World War I vintage pipe organ consisting of 50 ranks.  It is entirely original, and is currently 

being restored alongside opus 738 by the Quimby Pipe Organ Company in Warrensburg, Mo.  

Opus 738 is a 10-rank organ.  The successful candidate will embrace these instruments and play 

them to their true potential as we continue to build upon our foundation of liturgy and sacred 

music.   

The Diocese of Madison was erected on December 22, 1945, and consists of 11 

counties throughout south-central and southwest Wisconsin.  The Diocese is home to almost 

300,000 Catholics.  Bishop Donald J. Hying is the fifth bishop of the Diocese.  The diocesan 

headquarters are located at Holy Name Heights, the once former home of Holy Name Seminary, 

which formed young men to consider a priestly vocation.  Located inside the oratory is the newly 

restored Aeolian-Skinner Opus 1204.   

St. Bernard has a 25-voice SATB choir.  The Diocese of Madison welcomes men 

and women from across the diocese to form the diocesan choir, consisting of approximately 45 

SATB voices. 

POSITION REQUIREMENTS 

The successful candidate will meet the following requirements: 

1. Be a practicing Catholic in good standing with the Catholic Church. 

2. A commitment to live according to the laws and precepts of the Church. 

3. Possess one or more of the following academic credentials: 

a. Master’s Degree in Organ Performance. 
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b. Master’s Degree in Choral Conducting, with advanced proficiency and 

training in organ performance. 

c. Master’s Degree in Sacred Music, with advanced proficiency in organ 

performance and choral conducting. 

d. Previous and current experience with organ performance and sacred music 

will be considered. 

4. Proficient knowledge of the liturgical documents of the Church, including the 

General Instruction of the Roman Missal, the Constitution on the Sacred Liturgy, 

Sancrosanctum Concilium and the instruction on Music in the Liturgy, Musicam 

Sacram. 

5. Proficient knowledge in the structure of Masses and liturgies. 

6. Proficient knowledge in the selection of hymnody for the Sundays, Feasts and 

Solemnities of the Church’s liturgical year.  

7. Excellent written and oral communication skills. 

8. Possess leadership qualities and have confidence in leading a music program. 

9. Ability to foster a sense of reverence and prayer:  both in yourself and the music 

ministers who assist you. 

10. Ability to mentor, and to encourage people of all ages to embrace sacred music. 

11. Willingness to attend diocesan and parish staff meetings as required. 

12. A strong desire and passion in working with volunteers. 

13. Proficient knowledge of Microsoft Office products. 

PARISH DUTIES AND RESPONSIBILITIES 

The candidate will be responsible for fulfilling the following duties for the parish 

of St. Bernard: 

1. Select and prepare music for all liturgies and Masses where sacred music is 

required.  

2. Serve as primary accompanist for all weekend liturgies (3), holy days of 

obligation and other days as assigned by the pastor. 

3. Serve as primary accompanist for all weddings and funerals. 

a. Meet with engaged couples and assist in the planning of sacred music for 

wedding liturgies and Masses. 

b. Weddings and funerals receive separate remuneration through a stipend. 

c. Rehearse and prepare the Resurrection Choir for funeral Masses. 

4. Serve as the primary point of contact for all guest soloists, cantors and 

instrumentalists. 

5. Create and maintain cantor schedules. 

6. Recruit, rehearse, direct and develop the parish choir.  The director will conduct 

the choir from the organ and perform the duties of organist and conductor 

simultaneously.  The choir sings for the 10:00am high Mass, September – June. 

7. Work to re-establish the bell choir.  Work with ringers and recruit to grow the bell 

choir. 
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8. Rehearse with cantors for weekend Masses. 

9. Foster relationships with professional singers and instrumentalists in the Madison 

area. 

10. Prepare weekend worship aids. 

11. Coordinate the maintenance and upkeep of parish instruments. 

12. Develop the Sacred Sounds concert series. 

a. Coordinate with musicians and choral groups and schedule concerts at the 

parish.  Schedule for concerts set in communication with the pastor. 

13. Maintain and add to the choral library. 

14. Collaborate with the organ consultant during the installation of new instruments. 

15. Collaborate with the pastor in the preparation of the music budget for the coming 

fiscal year. 

DIOCESAN DUTIES AND RESPONSIBILITIES 

I. DIOCESAN LITURGIES 

The candidate will be responsible for fulfilling the following duties for the Diocese of Madison: 

1. Oversee and execute music selection for all diocesan liturgies. 

a. These liturgies include, but are not limited to: 

i. Chrism Mass 

ii. Diaconal and Presbyteral Ordinations 

iii. Annual Presbyteral Assembly 

iv. The Rite of Election 

v. Solemnities and major feasts celebrated in the oratory at  

Holy Name Heights. 

vi. Marriage Anniversary Mass 

vii. Memorial Day and Labor Day Masses 

viii. Blue Mass 

ix. Neophyte Mass 

x. Christmas Mass for the Apostolate for Persons with Disabilities 

xi. Rural Life Mass 

xii. Any other Masses or liturgical events designated as diocesan 

liturgies by the bishop or the Office of Worship. 

b. Audition, hire, contract and rehearse musicians for diocesan liturgies, 

including cantors, choirs and instrumentalists. 

c. Select all music for diocesan liturgies and coordinate with the  

Office of Worship to prepare orders of worship. 

d. Serve as primary accompanist and conductor for all diocesan liturgies. 

2. Conduct and accompany weekly diocesan choir rehearsals, (September – June) 

and prepare the choir for diocesan liturgies deemed appropriate for the diocesan 

choir.  Develop strategies to grow the diocesan choir. 
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3. Conduct and manage the schola cantorum,  the diocesan audition-based vocal 

ensemble.  Maintain the roster of 12 professional, trained singers.  Continue to 

promote the schola throughout the diocese.  Currently, the schola cantorum sings 

with the diocesan choir for several diocesan liturgies.  At other liturgies, they sing 

by themselves.   

4. Maintain the diocesan choral library. 

II. FORMATION AND CATECHESIS 

1. Engage musically inclined youth in the diocese to become involved in the 

diocesan sacred music ministry. 

2. Conduct summer courses for parish music ministers on liturgical rubrics and 

documents pertaining to sacred music. 

3. Conduct organ and choir workshops to assist parish musicians and music 

ministers with music selection, rehearsal prep, conducting and improving 

technical skills. 

4. Comprise a list of well-maintained instruments throughout the diocese and 

coordinate a concert series throughout the year, incorporating catechesis about the 

organ’s use in the sacred liturgy and the purpose of sacred music. 

III.  PARISH CONSULTATION AND SUPPORT 

1. Work with parishes and music ministers who wish to establish a sacred music 

program in the parish, and provide support as the program begins. 

2. Assist parishes in selecting sacred music at Masses in which the bishop will 

preside. 

3. Catechesis to parishes on the rubrics pertaining to music and musical instruments. 

4. Assist parishes in hiring music ministry staff. 

5. Assist parishes who are looking to purchase a new organ. 

IV.  PROCLAIMING THE BEAUTY OF SACRED MUSIC 

1. Develop and maintain opportunities for the diocesan faithful to experience 

liturgical prayer and sacred music throughout the Church year. 

a. Advent Lessons and Carols 

b. Lenten concert 

c. Organ concerts throughout the year 

d. Chamber and ensemble music concerts 

POSITION STRUCTURE 

This is a full-time, salaried position.  Approximately 60% of the position 

(24 hours) will be spent as Director of Sacred Music for the parish of St. Bernard.  The 

remaining 40% (16 hours) will be spent as Director of Sacred Music for the Diocese of Madison. 

The parish portion of the position will report to the pastor.  The diocesan portion 

of the position will report to the Director of the Office of Worship. 
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POSITION SALARY 

The salary will range from $75,000 - $85,000 based upon experience.  Both the 

parish and diocese offer a complete healthcare and benefits package, including medical, dental 

and vision coverage, paid vacation and sick leave and a 403(B) retirement program. 

APPLICATION PROCESS 

Interested applicants may submit a cover letter, curriculum vitae, three letters of 

reference, links to recordings and other pertinent information which would be helpful in 

demonstrating requisite skills to: 

Search and Screen – Director of Sacred Music 

dirmusicsearch@madisondiocese.org 

The preferred method of submitting applications materials is by email.    

Applications will be accepted through June 17, 2022.  Upon review of the application materials, 

semi-finalists will be invited to an interview via Zoom.  Finalists will be invited to Madison for 

one weekend of in-person interviews and to meet with parish and diocesan staff. 

QUESTIONS OR COMMENTS MAY BE DIRECTED TO: 

Rev. Michael Radowicz, Pastor   Rev. Gregory Ihm, Director 

St. Bernard Parish     Diocese of Madison Office of Worship 

2438 Atwood Ave.     702 S. High Point Rd. Ste. 225 

Madison, WI  53704     Madison, WI  53719 

(608) 249-9256     (608) 821-3095 

pastor@sbmsn.org     Gregory.Ihm@madisondiocese.org  
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