
DIRECTOR OF SACRAMENTAL FORMATION  
CHRIST THE KING CHURCH & SCHOOL 

 
JOB DESCRIPTION  

 
 

JOB SUMMARY 

To Coordinate the Catholic faith formation of families at Christ the King Parish and School 
through regular catechesis. e goal of this catechesis is to form catechists and parish leaders to 
share their faith and knowledge in a way that offers people an encounter with the risen Lord 
Jesus. e speci c areas to be covered through this ministry are:  
1) Family Catechesis 2) Adult formation (RCIA) and 3) Catechist Formation.  

ESSENTIAL FUNCTIONS / MAJOR RESPONSIBILITIES 

1. Coordinate and organize the Family Catechesis Program through registration of families, 
preparation of catechists, and supervision of the program throughout the year 

2. Coordinate and organize the Con rmation Program through registration of students, 
preparation of catechists, and supervision of the program throughout the year 

3. Maintains Virtus les on all volunteers and catechists   
4. Maintains weekly office hours during program year  
5. Serves as a point of contact and coordination for sacramental preparation for Christ the 

King Parish, and Christ the King School  
6. Collaborate with the Director of Sacramental Formation at Blessed Sacrament 
7. Be present and available at the majority of weekend liturgies as able during program year 
8. Provide ongoing training and formation for catechists 
9. Oversee catechetical meetings during the program year on weekdays and Sundays 

a. Open doors to building and classrooms  
b. Greet children and catechists 
c. Verify catechist presence and gather catechists for prayer and announcements 
d. Remain throughout catechesis until all children have been picked up 
e. Secure classroom doors, equipment, and other doors in the building as needed 
f. Maintain a safe, respectful, Christian environment conducive to learning 

10. Provide a channel of communication for the learners, catechists, volunteers and parents 



11. Respond to questions, provide information, listen to concerns in both English and 
Spanish 

12. Prepare grammatically correct written communications to parents in both English and 
Spanish 

13. Assist catechists in nding and scheduling substitutes, obtain necessary materials for the 
substitute, and serve as a substitute of last resort 

14. Provide support to catechists before, during and aer meeting times, including: 
a. Making photocopies of lesson activities, setting up projector equipment, obtaining 

classroom supplies, discussing and nding support for ideas for classroom 
activities, assisting in resolving disciplinary problems in the classroom, providing 
prayer support, and consulting with Pastor as needed on any concerns of the class 
sessions 

15. Participate in all the meetings for catechists and/or parents 
16. Assist with preparing material for distribution for meetings, orientation, and other events 
17. Participate in the planning and implementation of special activities such as parent and 

catechist meetings, liturgies, assemblies, and sacramental preparation 
18. Provide catechists with reminders of activities, schedules, and other pertinent 

information. 
19. Maintain inventory of regularly stocked classroom and office supplies, and maintain 

supply storage 
20. Provide resources to catechists 
21. Recruit and train catechists and classroom aides, including participating in the planning 

and implementation of Catechist Retreat and any other training sessions 
22. Enroll families in sacramental formation throughout the year, especially from July 

through September 
23. Attend catechetical workshops presented by the Archdiocese or as required by the Pastor 
24. Prepare and maintain a list of enrolled families and payments 
25. Create and maintain family folders of registration forms and other related information 

for children and families enrolled in the program 
26. Perform other related duties as required 


