
Diocese of Sacramento 

JOB DESCRIPTION 

 

 

PARISH:        St. Dominic and St. Mary Mission                      

 

POSITION STATUS: P/T                         
 

POSITION:  Religious Education Coordinator         

 

SCHEDULE:  19 hours/week Mondays-Thursdays and Sundays   
 

CATEGORY: Non-Exempt                        
 

 

SUPERVISOR:   Parochial Administrator / Pastor 

 

 

JOB SUMMARY:   

 

Coordinates Religious Education and other religious activities in the parish under the supervision of 

the Parochial Administrator / Pastor. 

 

 

ESSENTIAL FUNCTIONS:  

 

Religious Education Coordinator. Maintains programs which meet the needs of various segments 

of the parish community (St. Dominic and St. Mary’s Mission) under the guidance of the Parochial 

Administrator / Pastor. 

 

1.    Responsible for scheduling, maintaining and communicating lists of volunteers, and submitting 

schedules of church activities for inclusion in the Master Calendar.  

 

2.    Schedules and adjusts program components including but not limited to: location for program, 

class times, and materials needed. 

 

3.    Coordinating and assisting with events, retreats, and Sacraments. Assists with religious 

education classes. Assists with mandatory retreats and conferences. Assists with administration of 

Sacramental preparation. Coordinating attendance records and ensuring parish records are up-to-

date. 

 

4.    Coordinates volunteers and prepares the volunteer schedules for the parish. 

                



5.    Works within the budget allocated for the operation of the various programs. 

 

6.    Coordinates volunteer programs.  Supervises volunteers as needed for parish projects and 

liturgical activities approved by and under the supervision of the Parochial Administrator / Pastor.  

Volunteer candidates for CCD and RCIA programs must be submitted to Parochial Administrator / 

Pastor for approval. 

 

7.    Responsible for opening and closing the church and set up for Masses or Communion services 

relating to religious education programs.   

 

8.   Responsible for coordination of special liturgical celebrations.  

 

9.   Other duties may be required, as needed. 

 

 

MINIMUM QUALIFICATIONS: 

 

Education:  High school diploma or equivalent 

 

Experience:  

 

The Coordinator of Religious Education is expected to have one or more of the following: 

 

1. BA in Theology/Religious Education or a related field and six (6) credits or 60 clock hours of in-

service in the following areas: administration, educational methods, supervision, catechetics. 

 

2. BA/BS in Education with twenty-four (24) semester credits in Theology and Catechetics and 

Scripture. 

 

3. BA/BS in an unrelated field or no college degree with twenty-four (24) semester credits in 

Theology and Catechetics and six (6) credits or 60 clock hours of in-service in the following 

areas: administration, educational methods, supervision, catechetics. 

 

4. The Coordinator of Religious Education is expected to have a minimum of three years of 

teaching experience in a Catholic school or equivalent and one year of administrative 

experience (paid or volunteer). 

 

  

 

 

 

 

 



 

Skills / Knowledge:   

 

The Coordinator of Religious Education is expected to be proficient in: Theology; Program 

Coordination; Coordination of Catechist Development; Communication; Building Collaborative 

Relationships; Administration; written and spoken fluency in Spanish. The Coordinator of Religious 

Education is expected to be a practicing Catholic. 

 

 

 

 

_________________________   __________      ____________________________    ___________ 

EMPLOYEE SIGNATURE         DATE  SUPERVISOR SIGNATURE        DATE             

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

Diocese of Sacramento 

JOB DESCRIPTION 

 

 

PARISH:        St. Dominic and St. Mary Mission                      

 

POSITION STATUS: F/T or                         
 

POSITION:  Secretary/Bookkeeper/Religious Education Coordinator         

 

SCHEDULE:  40 hours/week Mondays-Thursdays and Sundays   
 

CATEGORY: Non-Exempt                        
 

 

SUPERVISOR:   Parochial Administrator / Pastor 

 

 

JOB SUMMARY:   

 

Responsible for overseeing the smooth running of the parish office in addition to providing secretarial 

and related office services for Parochial Administrator / Pastor and other designated volunteers as 

needed.  

 

In addition, as the Bookkeeper it will be required for this position to provide day to day fiscal and 

operational services and computer input/output services in accordance with diocesan recommended 

internal control procedures.  

 

Coordinates Religious Education and other religious activities in the parish under the supervision of 

the Parochial Administrator / Pastor. 

 

 

ESSENTIAL FUNCTIONS:  

 

Secretary/Bookkeeper. The Secretary/Bookkeeper provides secretarial and clerical support to the 

pastor and parish community. 

 

1.    Provides receptionist services for the parish office. 



 Records clear and accurate phone messages. 

 Handles routine questions about parish and sacramental policies. 

 Greets visitors. 

 

2.    Provides secretarial, clerical, record-keeping services for the pastor and the parish                              

       Community.      

 Prepares outgoing mail. 

 Screens and distributes incoming mail and other related material. 

 Organizes and maintains filing system in an appropriate manner, assuring historical data is 

accurate and easily accessible. 

 Monitors and orders office supplies. 

 Composes routine correspondence to include mailings, weekly parish bulletin, letters, 

documentations etc. 

 Maintains and updates parish schedule and calendar. 

 Maintains Parochial Administrator / Pastor’s calendar, schedule of appointments and meetings. 

 Ensures all records for parish office (e.g. recording of marriages, baptisms, funerals, new 

parishioners, financial contributions, etc.) are generated, maintained, and stored in a secure 

and safe manner. 

 Works with Parochial Administrator / Pastor to develop and publish in house Policies and 

Procedures, forms, and job descriptions to cover the full range of operations of St. Dominic 

Parish. Some forms and documents will be in Spanish. 

 Researches, develops, and institutes policies and standardized processes and procedures to 

ensure that St. Dominic Parish is in compliance with applicable Diocesan, State, and Federal 

guidelines. 

 Maintains the Parish Member database. Establishes processes that will ensure the member 

database will accurately reflect  the membership of the parish. Extracts or generates reports as 

needed. Ensures that the end of the year donation letters are sent for IRS purposes. 

 Works with all standing parish committees to ensure membership listings are current, meetings 

are scheduled as necessary/needed and that appropriate minutes are submitted. 

 Orders common office and cleaning supplies. 

 Interacts with various Diocesan Departments. 

 

3.    Coordinates volunteers and prepares the volunteer schedules for the parish. 

                

4.    Provides bookkeeping and payroll services to the parish. 

 Responsible for handling parish funds. Must meet deadlines for payroll and tax information to 

avoid significant financial penalties. 

 Prepares payroll information for Diocesan use and review for associated taxes and reports as 

prescribed by the Diocesan Finance Office. 

 Provides audit/payroll/finance information to pastor on a regular basis. 

 Provides coding and payment of outstanding invoices. 

 Reconciles parish books and ledgers. 



 Prepares monthly and annual financial statements. 

 Assists in the preparation and submission of the annual budget to the Diocese. 

 Maintains neat and organized “Paid Bills” files on individual vendors.  

 Maintains the accuracy and completeness of Vendor master files in the accounting program. 

 

5.    Other duties may be required, as needed. 

 

Religious Education Coordinator. Maintains programs which meet the needs of various segments 

of the parish community (St. Dominic and St. Mary’s Mission) under the guidance of the Parochial 

Administrator / Pastor. 

 

1.    Responsible for scheduling, maintaining and communicating lists of volunteers, and submitting 

schedules of church activities for inclusion in the Master Calendar.  

 

2.    Schedules and adjusts program components including but not limited to: location for program, 

class times, and materials needed. 

 

3.    Coordinating and assisting with events, retreats, and Sacraments. Assists with religious 

education classes. Assists with mandatory retreats and conferences. Assists with administration of 

Sacramental preparation. Coordinating attendance records and ensuring parish records are up-to-

date. 

 

4.    Coordinates volunteers and prepares the volunteer schedules for the parish. 

                

5.    Works within the budget allocated for the operation of the various programs. 

 

6.    Coordinates volunteer programs.  Supervises volunteers as needed for parish projects and 

liturgical activities approved by and under the supervision of the Parochial Administrator / Pastor.  

Volunteer candidates for CCD and RCIA programs must be submitted to Parochial Administrator / 

Pastor for approval. 

 

7.    Responsible for opening and closing the church and set up for Masses or Communion services 

relating to religious education programs.   

 

8.   Responsible for coordination of special liturgical celebrations.  

 

9.   Other duties may be required, as needed. 

 

 

MINIMUM QUALIFICATIONS: 

 

Education:  High school diploma or equivalent 

 



Experience:  

 

Three to five years of general office experience to include the use of office software and interacting 

with the public. Three to five years of solid bookkeeping experience. 

 

The Coordinator of Religious Education is expected to have one or more of the following: 

 

1. BA in Theology/Religious Education or a related field and six (6) credits or 60 clock hours of in-

service in the following areas: administration, educational methods, supervision, catechetics. 

 

2. BA/BS in Education with twenty-four (24) semester credits in Theology and Catechetics and 

Scripture. 

 

3. BA/BS in an unrelated field or no college degree with twenty-four (24) semester credits in 

Theology and Catechetics and six (6) credits or 60 clock hours of in-service in the following 

areas: administration, educational methods, supervision, catechetics. 

 

4. The Coordinator of Religious Education is expected to have a minimum of three years of 

teaching experience in a Catholic school or equivalent and one year of administrative 

experience (paid or volunteer). 

 

  

Skills / Knowledge:   

 

Must be proficient in using Microsoft Word and Excel; Quick Books; contribution database software; 

good organizational skills; ability to maintain strict confidentiality; professional temperament and 

appearance; ability to communicate effectively in oral and written form using correct spelling, 

grammar and punctuation; written and spoken fluency in Spanish; practicing Catholic with knowledge 

and understanding of the Catholic Church in general; ability to work and relate to a variety of 

personalities and cultures with diplomacy, friendliness and poise.  Able to work in a team-oriented 

environment, handle multiple assignments consecutively and prioritize workload while meeting 

deadlines.   

 

The Coordinator of Religious Education is expected to be proficient in: Theology; Program 

Coordination; Coordination of Catechist Development; Communication; Building Collaborative 

Relationships; Administration. The Coordinator of Religious Education is expected to be a practicing 

Catholic. 

 

 

 

 

_________________________   __________      ____________________________    ___________ 

EMPLOYEE SIGNATURE         DATE  SUPERVISOR SIGNATURE        DATE             



 

 

 


