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D I O C E S E    OF   D A L L A S
	ST. FRANCIS OF ASSISI
	JOB DESCRIPTION

	Position/Title:

Sacraments Coordinator
St. Francis of Assisi Catholic Church, Frisco, Texas
	Department:
Worship 

	Reports To: 
Sacraments Manager
	Date:
January 25, 2022


	FLSA Status:
Exempt 
	To Apply:
Email resume/salary requirements to resume@stfoafrisco.org


General Summary of the Position

The Sacraments Coordinator at St. Francis of Assisi Catholic Church requires a hard-working, flexible, joy-filled, and passionate individual. The Sacraments Team’s main objective is to ensure that every family, couple, and individual who seeks and receives the sacraments of matrimony or baptism, or a funeral or Quinceañera at St. Francis of Assisi has an exemplary experience from the moment of the initial inquiry to the completion of the liturgy. The Sacraments Coordinator’s role is to support the Sacrament Manager’s efforts to oversee the successful planning and implementation of Sacraments and liturgies especially focused on Weddings, Funerals, Baptisms and Quinceañera. This position will report to the Sacraments Manager and will also support the Worship team in various functions during peak times and needs such as translating the weekly Worship Aids and Presider’s Books from English to Spanish. 
The Sacrament Coordinator will be responsible for welcoming and providing hospitality as well as how to meet the needs of individuals and families during these important and often challenging milestones in their lives.  
This person should be a self-starter, with a servant’s heart and passionate about their Catholic faith who enjoys working in a collaborative team environment and is excited to join a growing Catholic community with a vibrant culture and innovative community. This role will require a firm understanding of our Parish’s vision and values.
Essential Duties and Responsibilities of the Position
Baptisms:

· Assists the Manager to ensure the successful planning and execution of all baptisms from the moment of initial inquiry by parents/family requesting baptism through the entire process. 

· Assists the Manager in the collaboration with relevant staff such as Faith Formation, RCIA, Evangelization, KDO Director, etc., to transition families to full and active participation in the St. Francis community post-baptism. 

· Responsible for creating and maintaining a process (i.e., spreadsheet, database) with registrations for the monthly baptism preparation class.

· Responsible for providing all handouts, background materials and multi-media resources, for baptism classes in both English and Spanish. This includes working with the Manager to develop a schedule of classes, assigning a deacon or other qualified class leader, recruiting volunteer(s) to assist with the class as needed, developing class materials/curriculum. 

· Responsible for working with Ministry Assistants to ensure a room is scheduled for all baptism classes (English and Spanish). Also, responsible to ensure no scheduling conflicts arise with baptism classes or baptisms and for scheduling baptism class and baptisms using parish scheduling software (eSpace). 
· Responsible for coordinating with Worship team and Campus Operations and Ministry Director to address any changes in schedules or locations for baptisms. 
· Responsible for confirming attendance/participation of all parents and godparents just prior to baptism class and baptisms to ensure all parties know all details, logistics, etc. prior to the day of the event (either the baptism class or the baptism). 
· Responsible for answering basic questions for parents requesting a baptism for their child(ren) and to be able to provide basic Catholic formation pertaining to the significance of the Sacrament of Baptism. 

· Responsible for collecting all required paperwork for infant baptisms, schedule the baptisms and prepare materials for the service. Responsible for working with the clergy (deacons and sometimes priests) to ensure a presider is assigned to all baptisms. 
· Responsible for producing and printing baptism certificates accurately in a timely manner for all Baptisms. 

· Responsible for recording all Parish baptisms in Sacramental Registry as well as electronic backup.

Marriages and Convalidatons:
· Assist the Manager by keeping records of all the marriage preparation process for all couples. This includes all requirements such as fees, paperwork, etc.
· Assist the Manager to ensure the prenuptial questionnaire is scheduled and administered. 
· Assists couples to obtain Baptism certificates, Affidavits of Free Status and/or any other documents necessary for their prenuptial file. 
· Coordinates convalidations and works in tandem with the RCIA and RICA teams to ensure a positive experience for any individuals needing additional sacraments (i.e., baptism, confirmation). Includes directly providing or sourcing any formation as well as any other sacrament prep needs.
· Assists with the Diocese of Dallas Tribunal as needed. 
· Assists the Manager to ensure the coordination of the scheduling of weddings and rehearsal using the parish eSpace scheduling software. 

· Collaborates with Manager and Pastoral Executive Assistant and Database Manager to schedule and coordinate a priest/deacon for the wedding ceremony. 
· In collaboration with the Manager, works with each couple to prepare the wedding readings, assist the music selection and details of the wedding ceremony.
· Assists the wedding coordinator to ensure they are properly informed of all pertinent details for each couples’ wedding. 
· Ensures that a process is in place for timely receipt of payments for music director/musician, wedding coordinator, celebrants’ stipends, etc. Is responsible for making sure stipends are paid on time and accurately to all recipients. 
· Responsible for scheduling, registration, and communication of all details for the marriage preparation workshops; approximately two times per year as determined by demand. 
· Supports the Manager’s efforts to ensure that an efficient process is in place for sending all post-wedding necessities such as sending marriage licenses to the county, creating and send the marriage certificate to the couple, marriage notification to the church of Baptism, update parish database, and record the marriage in the sacramental book of marriage. 
· Annulments: collaborates with Director of RCIA for all annulment needs; also collaborates and communicates with the Diocesan Tribunal as needed. 
Funerals:

· As designated by the manager, meets with families and understanding the sensitive circumstances they are experiencing. Greets all families timely (i.e., responds to all requests for a funeral as quickly as possible), with compassion and empathy. 

· Assists the Manger in planning the liturgy, executes Presider’s Books and worship aids, and schedules ministers (i.e., deacon or priest) and musicians as needed. 
· Ensures that a process is in place for the timely receipt of payments for music director/musician, wedding coordinator, celebrants’ stipends, etc. Is responsible for making sure stipends are paid on time and accurately to all recipients. 
· Oversees the funeral volunteers and ensure they are given proper communication, guidance, support, formation, and resources. Responsible for recruiting new volunteers as needed. 

· Responsible reserving space in Sacred Space and Great Hall (i.e., receptions) as necessary through the parish scheduling software (eSpace). 

Quinceañera: 
· Meets with all families to help plan, including spiritual preparation, their daughter’s (family member’s) celebration of the Quinceañera. 
· Assist the Manager by keeping records of all the Quinceañera preparation process for all families. This includes all requirements such as fees, paperwork, etc.

· Assist the Manager to ensure the prenuptial questionnaire is scheduled and administered. 

· Assists the Manager to ensure the coordination of the scheduling of Quinceañera, rehearsals and registrations using the parish eSpace scheduling software. 

· Collaborates with Manager and Pastoral Executive Assistant and Database Manager to schedule and coordinate a priest/deacon for the Quinceañera ceremony. 
· Assists the Quinceañera coordinator to ensure they are properly informed of all pertinent details for each Quinceañera. 
· Ensures that a process is in place for timely receipt of payments for music director/musician, Quinceañera coordinator, celebrants’ stipends, etc. Is responsible for making sure stipends are paid on time and accurately to all recipients. 
· Responsible for scheduling, registration, and communication of all details for the Quinceañera preparation.
· Responsible for creating a process and opportunities for families to engage with their faith and St. Francis post- 
Quinceañera.
Liturgy Support:

· All Soul’s Day/November: Collaborates with Liturgy Coordinator to plan for All Soul’s Day including providing detailed information to ensure that loved ones of the deceased are given ample opportunity to participate in All Soul’s Day and the November Book of Remembrance. 

· Responsible for translating the weekend Mass Presiders Books from English to Spanish. 

· Responsible for translating the weekend Worship Aids from English to Spanish. 

· Works with the Liturgy Team to support needs especially during peak times (e.g., Lent, Easter, Advent, and occasional such as multiple funerals). 

· Attends weekly Liturgy team meetings in order to support Mass preparation and to ensure communication between Sacrament and Liturgy teams is accurate and timely. 

· Responsible for assisting Liturgy team with other duties as assigned based on demands and needs of the pastor and Worship Director. Examples include, but not limited to assisting with confessions and adoration set up. 

· Other duties as assigned by the Pastor, Senior Director of Operations, or Sacraments Manager. 
Position Requirements

Knowledge, Skills and Abilities:
· Possess a servant-leadership mindset.

· Maintains a positive, upbeat, self-starting, solutions-centered, can-do attitude.

· A strong understanding of the importance of the parishioners and the community served by St. Francis of Assisi. 

· Ability to thrive with minimal supervision and adept at problem solving.

· Possess the ability to easily interact and relate with a wide assortment of personality types.

· Has the ability to listen carefully and take direction well.

· Must possess a truly authentic caring, nurturing spirit and personality. 

· Must possess a passion for evangelization and a tireless desire to spread the Gospel to current parishioners and non-parishioners with a desire to begin a faith journey. 

· Ability to manage time and prioritize accordingly. 

· Must be a Catholic in good standing. 

· Must be an excellent project manager.
· Must be capable of building strong relationships with parishioners/volunteers and organizing volunteers to fulfill specific needs of the Parish campus and facilities. 

· The nature of this position requires a highly flexible schedule comprised of day, evening, and weekend hours.
· Must support the vision and strategic direction of the Pastor. 
Education and Experience:
· Bachelors’ degree preferred. 
· Bilingual (Spanish) reading, writing, speaking required. 
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