
Job Description for Director of Faith Formation   

St. John’s Catholic Church – Adel, IA 
 

 
POSITION: Director of Faith Formation 

STATUS:  Fulltime, exempt 

SUPERVISOR: Pastor 

POSITION SUMMARY:  Responsible for the total faith formation program of the parish, as designated 

by the pastor for adults, youth and children; including A) Theological B) Catechetical and C) 

Administrative aspects. 

Position Responsibilities: 

 Articulate a vision of catechesis and the catechetical process based on the major catechetical 

documents of the Church. (Directory of Catechesis) 

 Collaborate with other areas of the Parish, youth minister, liturgist/music director, committees, 

parishioner led ministries, RCIA, to help promote the Parish Mission, to Love God, Love 

Neighbor, share the Gospel and build the Kingdom of God. 

 Proclaim the Gospel through implementing the parish strategic plan in a framework that promotes 

lifelong formation and provides a systematic faith formation program (K-12) within the parish to 

include gathered catechetical sessions, prayer and liturgical opportunities and service to others. 

 Involve the family as an essential agent in the faith formation process, especially in the formation 

of children and adolescents and sacramental preparation.  

 Participates in the parish process to develop and manage annual budget for areas of responsibility. 

 Maintain a collaborative ministerial relationship with the Diocesan Department of Evangelization 

and Catechesis, Young Adult and Youth Ministry, ministry colleagues through the CLADD 

organization and St. Joseph Education Center for consultation, support and resourcing. 

 Informs the parish staff and leadership about documents and developments in the area of 

catechesis. 

 Follows Diocesan regulations and assures that appropriate legal responsibilities are met within the 

context of a parish program. 

 Participate in on-going professional and spiritual development opportunities: Catechetical 

Institute, CLADD Retreats, etc. 

Specific Responsibilities:  

 Develop Adult Formation ministries/opportunities for individuals in all seasons of adulthood 

including young, midlife, mature and older adults as part of a comprehensive ministry calendar. 

 Review & select areas of study for Adult Faith Formation, including bible studies, book studies, 

and online or social media resources to promote lifelong formation. 

 Provide opportunities for participation in prayer, personal spiritual development, communal 

worship and fellowship.  



 Provide opportunities for discernment to call forth the talents and gifts of various individuals in 

order to develop and sustain lay leadership within the parish. 

 

 Plan and organize curriculum resources, catechists, volunteers and logistical details to coordinate 

Faith Formation program for Kindergarten through 8th grade.  

 Develop yearly K-12 Faith Formation schedule as part of a comprehensive ministry calendar. 

 Provide a parent-led sacramental formation program for First Reconciliation & First Eucharist to 

include: parent information meetings, preparation calendar, parent teaching resources, parent-

child sacramental retreats, and sacramental celebrations. 

 Invite, prepare and supervise catechists and volunteers and provide regular in-service and 

formation experiences.  

 Support a program of catechist formation according to diocesan certification norms. 

 Communicate with catechist and prepare materials for weekly classes: purchase, organize, and 

provide resources (books, media, supplies, etc.) 

 Oversee and provide support for the Youth Minister, including Wednesday night youth group (3-

D), Confirmation preparation and Celebration, NCYC, etc. 

 

 Organize K-12 Faith Formation/Youth Ministry/Sacramental Preparation Registration and 

payments. 

 Maintain current Sacrament records Eucharist, Confirmation and Reconciliation. 

 Oversee Diocesan Virtus training and maintain records for catechists and volunteers. 

 Conduct program/parish-wide evaluations to determine the effectiveness of opportunities and 

refine efforts through long and short range goals and objectives. 

 Be an active member of the Council for Catechesis: participate and seek consultation and input at 

regular meetings. (Currently the 3rd Tuesday of the month@6:30pm) 

 Update Adult and Youth Faith Formation portion of parish website and calendar. 

 Communicate and advocate for Faith Formation programs and events through vehicles such as 

Mass announcements, weekly bulletin, parish bulletin board, social media and email 

communication. 

 

 Coordinate Children’s Liturgy of the Word. 

 Plan and assist with Vacation Bible School. 

Staff Responsibilities: 

 Partner and communicate with all staff members to promote the overall mission of the church.  

 Coordinate and maintain regular office hours. 

 Attend staff meetings as scheduled. 

 Assists as requested with parish events. 

 Assist parish staff with larger projects or smaller tasks as needed such as shopping for funerals, 

newsletter mailings, setting up parish hall or conference room, helping keep public areas such as 

the kitchen clean & tidy, pick up juice for Sunday donuts, etc. 

 If not a parishioner, the Director of Faith Formation will have a presence at weekend Mass to 

build relationships within the parish. 



Preferred Position Requirements 

 Practicing Catholic and faithful to the Magisterium of the Church with a love for the Eucharist. 

 Be familiar with Church documents, especially those pertaining to catechesis and faith formation. 

 Be deeply committed to developing his/her own faith life as well as those in the parish. 

 

 An undergraduate degree in Theology, Pastoral Ministry, Education OR a university certificate 

program in Catechetical Ministry OR experience in Catechetical Leadership. 

 Diocesan Catechetical Certification or willingness to work towards certification. 

 Two or three years of recent catechetical experience. 

 Compliance with the Diocesan Safe Environment Process (Virtus) 

 

 Excellent verbal and written communication skills. 

 Excellent organizational skills, ability to delegate appropriately to others and work with youth 

and adult volunteers. 

 Knowledge of basic office technology and high comfort level with internet and media platforms. 

 Flexible schedule, required to work evenings and weekends as necessary. 

 


