
  DIVINE REDEEMER PARISH & SCHOOL      

 JOB DESCRIPTION 

 

Job Title: Director of Religious Education (DRE)  Number   

Reports To: Parish Administrator or delegate  

Department: Parish Faith Formation                          Hours: 40 per week       Eligible for Overtime: NO        

Work Location: Office/Remote   Work Schedule: To be determined. May include evenings, weekends & holidays. 

Supervisory: Employees:   x     Unpaid Staff:        Volunteers:   x         Contract Workers:         Boards:        

Job Titles Supervised: Youth Ministry Coordinator, Catechists and other volunteers 

 

General Purpose: The Director of Religious Education, under the direction of the pastor and in collaboration with the 

pastoral staff, is a professional catechetical leader who is an exceptional teacher, coach and learner. This individual is 

joyful and knowledgeable about the Catholic faith, loves God, enjoys working with people, and lives a life in accordance 

with the teachings of the church, leading by example, regularly practicing and growing in the faith. The DRE works 

closely with the Pastor to design, develop, and implement effective and comprehensive programs of evangelization and 

discipleship formation for the parish and school, to include developing new initiatives as well as incorporation of 

programs and offerings already in place to engage and inspire parishioners and school families to be missionary disciples.  

 

Essential Duties and Responsibilities: 

Parish: 

Evangelization Programs 

1. Plan, develop and execute evangelization programs that would assist in bringing Catholics back home or 

those interested in learning about the faith (e.g., Catholics Come Home Program). 

2. Plan, develop and executive Catholic social teaching initiatives that center on the seven themes at the heart of 

Catholic social tradition. 

3. Plan, research, develop, offer, coordinate, and/or execute mission opportunities for different groups.  

4. Foster a culture of Missionary Discipleship in all programs and initiatives. 

 

Sacramental Preparation Programs 

1. Plan, develop and direct sacramental preparation programs for Eucharist, Reconciliation and Confirmation. 

2. Responsible for identifying, notifying, preparing families, in partnership with the School, in preparation for 

sacraments within the classroom, special family days for sacramental preparation and/or a Weeknight/Sunday 

School programs. 

3. Meet with parents and students to determine readiness for the Sacraments. 

4. Supervise and maintain sacramental records are recorded in a timely manner per Diocesan requirements. 

5. Coordinate logistics, receptions and pictures for ceremonies. 

 

Faith Formation Programs 

1. Plan, develop and execute an engaging and comprehensive faith formation program, incorporating 

Sacramental Preparation, RCIA, Family RCIA, Children’s Liturgy of the Word, Youth Formation, Adult 

Formation, Catechesis of the Good Shepherd, Bible Studies, Lenten Program, Vacation Bible School and 

other programming. 

2. Responsible for curriculum development for all faith formation programming, in partnership with the School 

and with final approval by the Pastor. 

3. Recruit, manage, train and retain volunteers to serve as Catechists, facilitators and leaders in the faith 

formation process; lead volunteers in the development of faith formation programming; manage classes, 

special events (e.g., orientation, retreats, training) and enrollment. 

4. Assist Pastor in ensuring those desiring RCIA and adult confirmation are eligible. Provide input on readiness 

of candidates to receive sacraments and advance in faith formation. 

5. Coordinate family liturgies with volunteers, music director, priests; coordinate rehearsals, recruit and train 

proclaimers. 
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6. Serves as parish coordinator for external programming (i.e., Denver Biblical School, Formed.org, Totus 

Tuus) that utilize our campus. 

7. Assist Pastor and coordinate Staff faith formation initiatives, retreats and leadership days.  

8. Foster a sense of community among participants, staff and volunteers; Collaborate and communicate 

regularly with staff and volunteers.   

 

School: 

1. Partner with School to evaluate faith formation needs of students and families. 

2. Work with Principal and teachers to plan, develop and execute School Faith Formation and Sacramental 

Preparation programming. 

3. Participate in school functions to include but not limited to the raffle for Divine Redeemer School Annual Fund.    

 

Administrative: 

1. Evaluate all programs on an ongoing basis with Pastor. Communicate well with the Pastor, Clergy and Staff 

members. Work with Pastor and Faith Formation Team to schedule programming in advance. 

2. Coordinate with Facilities Director and Parish Admin for facilities scheduling and communication. 

3. Provide at least monthly communication to families registered in Faith Formation Programs. 

4. Responsible for all weekly bulletin and pulpit announcements for all Faith Formation Programs. 

5. Responsible for answering inquiries regarding faith formation in a timely manner. 

6. Recruit, train, oversee and evaluate volunteers for programs.  

7. Provide team building, catechetical sessions (November through April), ritual and liturgical preparation and 

spiritual direction for the Faith Formation Team. 

8. Complete all volunteer paperwork and training as per Diocesan guidelines. Ensure that all volunteers are in 

compliance with the Bishop’s Charter for the Protection of Children and Young People (e.g. background checks, 

training, etc.) Keep record of all training dates and submit as requested for audit purposes. 

9. Supervise catechist certification and provide certification of completion of the Catechist Certification Program 

for all volunteer catechists. 

10. Keep updated files (e.g., waivers, permission slips, etc) on each volunteer in accordance to diocesan and parish 

policies. 

11. Attend relevant scheduled meetings and trainings (e.g., Parish Staff, Liturgy Committee and Diocesan DRE 

Meetings).  

12. Administer approved faith formation budget; provide feedback during budget planning periods. 

13. Submit purchase orders and ensure timely ordering of supplies. 

14. Maintain accurate records of all financial transactions. 

15. Set office availability hours each week. 

16. Check email and voicemail when arriving at work and before leaving for the day. 

17. Responsible for own professional faith formation education and spiritual formation; Keep abreast of current 

developments in faith formation education, and direct faith formation team to available training workshops, and 

formation opportunities. 

18. Promote good public relations both within and beyond the parish, and is involved in Diocese, Deanery, and 

Archdiocesan networks of professional peers. 

19. Work to foster unity among parish and school, and to create a spirit of harmony with other ministries.  

20. Visibly present at principal parish and school events, keeping attuned to the living faith and real concerns of 

families. 

 

___________________________________________________                   ______________________________  

Employee Signature                                                                                        Date 

___________________________________________________                  ______________________________ 

Employee Signature                                                                    Date 
 

This description is not intended, and should not be construed, to be an exhaustive list of all  
responsibilities, skills, efforts, or working conditions associated with this job.  It is intended to be an 

accurate reflection of the principal job elements essential for making compensation decisions. 
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Minimum Requirements: 
Education: Bachelor’s Degree in Education, Theology or related experience. Completed requirements for Religious 

Education Teaching Certification. Preferred Master’s degree in Religious Education/Theology or 

equivalent. Advanced studies in ecclesiastical or theology subjects, including but not limited to 

scripture, doctrine, morals, theology, etc.; advanced education in parish or organization administration 

is desired. 

Experience: Minimum of 3 years of progressive development experience in Catholic education or mission work 

preferred; has worked in a parish or ministry environment for at least 2 years and is familiar with 

sacramental record keeping, volunteer recruiting, course building and small group facilitation.  

  

Other background demonstrating application of the following knowledge, skills, and abilities: 

 Be a practicing Roman Catholic. 

 Cooperation and teamwork; the ability work well with other parish ministries.  

 Ability to develop and utilize volunteers. 

 Profiicent in personal computer skills and ability to learn and use parish equipment and software programs. 

 Strong interpersonal skills to include sensitivity and confidentiality; excellent organization skills and ability to 

work independently and takes initiative in carrying out the role. 

 Knowledge of church history, spirituality and liturgy. 

 Participation in continuing education, workshops and seminars. 

 A recognition of the role of the pastor in the parish; Ability and willingness to support the overall parish welfare 

and development. 

 

Benefits: Full-time employee eligible for health, vision and dental coverage; receives holiday pay and earns discretionary 

time off; participates in employee pension plan. 

 
Decision-making and Supervisory Responsibility: 
     

HIRING R    

ASSIGNING/SCHEDULING WORK R    

MONITORING/CONTROLLING WORK R    

DISCIPLINE I    

PERFORMANCE EVALUATION R    

SALARY RECOMMENDATIONS I    

DISMISSAL I    

BUDGET RESPONSIBILITY Development and Management of Budget 

PROPERTY RESPONSIBILITY None 

CONFIDENTIAL INFORMATION Must Handle Confidential Information 

I indicates Input only; R indicates responsibility for Recommending a course of action requiring one other approval; F indicates responsibility for the Final Decision 

 

Physical Requirements include: (Frequency of Required Exposure/use) 
WORK ENVIRONMENT SELDOM OCCASIONAL FREQUENT 

COLD (50 F or less) X   

HEAT (90 F or more) X   

HUMIDITY X   

HEIGHTS X   

NOISE  X  

VDT/CRT USE  X  

DRIVING X   

STANDING   X 

SITTING   X 

WALKING   X 

BENDING   X 

WORK WITH OTHERS   X 

REPETITIVE MOTION   X 

    

OPERATING MACHINERY    

COPIER   X 

TELEPHONE   X 

FACSIMILE (FAX)   X 

VCR-TV and PROJECTOR X   

CALCULATOR X   

COMPUTER   x 

MOUSE   X 

PRINTER   X 

EASELS & BLACKBOARDS   X 

 

OTHER SELDOM OCCASIONAL FREQ. 

VISUAL ACUITY: Near   X 

VISUAL ACUITY: Far  X  

COLOR DISCRIMIN.  X  

HEARING   X 

SPEECH   X 

OTHER    

    

TRAVEL:    

  LOCAL  X  

  NATIONAL X   

  INTERNATIONAL X   

 

MOVING EQUIPMENT AND SUPPLIES 

LIGHT (Under 5 lbs.)   X 

MODERATE (5-20 lbs.)  X  

HEAVY (Over 20 lbs.) X   

DESCRIPTION OF MOVEMENT 

LIFT/LOWER   X 

CARRY   X 

PUSH/PULL   X 

REACH ABOVE   X 

 


