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Job Description 

St. Joseph the Worker 
 
Title: Coordinator of Outreach and Shared Ministry 

Reports to: Director Discipleship and Mission; Parish Administrator; Pastor 

Provides work direction to: N/A 

Receives work direction from: Director of Adult Formation, Mission, and Justice; Parish 
Administrator; Pastor 

FLSA: Exempt, executive test 

Hours: Full-time, 40 hours per week. 

Schedule: Primarily Monday-Friday, Parish Office hours 

 Schedule will vary based on church; occasional evening or 
weekend time will be necessary.   

Benefits eligible: Yes 

Last revision: July 1, 2021 

 

 
 
Job Purpose:  To help the parish lead by example in creating the Kingdom of God here on earth 
by engaging the entire community of SJTW with opportunities of service, outreach, and justice. 
Shared ministry lives out the affirmation that all people are called to discipleship ministry. As 
members of a faith community, we are invited to serve together in a spirit of mutuality as 
partners. Working cooperatively, we strive to discover, develop, utilize, and support the gifts of 
each person and, as responsible stewards, to participate in the ongoing creative and restoring 
activity in our community and the world. 
 
Statement on Working for the Catholic Church:  Employment in and by the Catholic Church is 
substantially different from secular employment. Church employees must conduct themselves 
in a manner that is consistent with and supportive of the mission and purpose of the Church. 
Their behavior must not violate the faith, morals or laws of the Church or the Archdiocese of 
Saint Paul and Minneapolis, nor can it embarrass the Church or give rise to scandal. It is 
required that this employee be a Catholic. 
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Primary Responsibilities 
Note:  The following responsibilities, 1 through 5, are essential functions of this specific job. 

 
1. Parish Social Mission and Justice Advocacy 

a. In collaboration with the Director Discipleship and Mission, educate, and assist 
staff to ensure that Catholic Social Teaching is at the core of essential 
programming and major decisions within the parish. 

b. Help to develop programming, initiatives, and events to assist parishioners 
incorporating Catholic Social Teaching in their personal and professional lives. 

c. Empower members of the parish to participate in justice efforts on a local, state, 
federal, and global level. 

d. Ability to facilitate conversations on political activity within the Church without 
imposing one’s own personal political convictions. 

 
2. Community Outreach and Partnership Support 

a. Assures the availability of information and referral services by the parish for 
social outreach concerns. This is accomplished by utilizing existing community 
information and referral sources, including Catholic Charities, CROSS, etc. 

b. Serves as staff liaison with various outreach ministries of the parish, including 
Holiday Outreach, Loaves and Fishes, CROSS, Families Moving Forward (tbd), 
Habitat for Humanity, Feed My Starving Children, Dayton Mobile Hope, etc. 

c. Under the direction of the Director Discipleship and Mission, serve as a liaison 
between the parish and the various social outreach services and organizations in 
our region and diocese.  

d. Maintains healthy and productive relationships with key partners of SJTW to 
help aid in the authentic and holistic development of people within the 
community, with a preference to those who are on the margins. 

e. Partnering with the Director Discipleship and Mission, oversee and administer 
the parish emergency outreach fund (i.e., Helping Hands Fund) to assist parish 
members during immediate financial need (i.e., rent assistance, utility bills, 
medical bills, etc.…).  

f. Encourages, supports, and promotes active shared (volunteer) ministry in all 
aspects of the parish’s social mission. Works to ensure adequate volunteer 
support (coverage) for all partnerships and parish outreach efforts. Assure 
proper background checks and training is conducted and tracked. 

 
3. Shared Ministry Coordination 

a. In support of Commitment to Parish Life (CPL), help to build a culture of shared 
(volunteer) ministry at SJTW. Oversee the major functions of recruitment, 
training, tracking, support, etc. 

b. In Coordination with staff and parish leadership, encourage, support, and 
promote active shared (volunteer) ministry in all aspects of the parish life. 

c. Work collaboratively with staff and parish ministry leaders in assisting them in 
finding persons to help meet their specific shared ministry needs. 

d. Utilize spiritual gift inventories to help call forth new shared ministers in all areas 
of parish life.  
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e. Utilize church database system (Church Community Builder) to track all shared 
ministry involvement. Serve as an enthusiastic advocate for CCB with our 
members, encouraging their involvement with their own profiles and groups. 
Serve as a trainer and coach with parish leaders on CCB applications. 

f. Maintain a level of knowledge and skill required for this ministry. This can be 
accomplished by reading, attending workshops and conventions. Participate in 
professional organizations, as approved and as appropriate. 

 
4. Technology 

a. Support and advocate for creative solutions to ministry design and 
implementation utilizing technology. 

b. Create engaging content for website, mobile app and social media platforms, 
including event/program posts, conversations, blogs/vlogs, photo/video uploads, 
etc.  

c. Demonstrate proficiency in various forms of technology including, digital 
photography, photo/video editing software, SM management tools, etc. 

d. Exceptional knowledge of Facebook, Twitter, Instagram, YouTube as well as 
emerging social media platforms. 

e. Provide expertise and guidance in data base management. 
f. Introduce other technology and communication tools to enhance our ministry 

efforts. 
 

5. Collaborative Ministry 
a. Attend parish staff meetings and in-services as requested. 
b. Attend other department meetings as necessary and/or invited, especially as it 

relates to shared ministry development. 
c. Assist in parish leadership efforts to build CPL and Shared Ministry, as needed. 
d. Provide technical consultation and solutions to parish leadership to enhance 

communications and participation. 
e. Help create a productive environment where there is harmony, good morale, 

and cooperative teamwork. 
f. Maintain and improve work knowledge and skills. 
g. Meet all communication requirements including interpersonal skills with the 

employees and parish members. 
h. Maintain confidentiality of all work data. 
i. To be present where needed, ready to work as needed to meet responsibilities. 
j. Other responsibilities.  This includes other responsibilities identified as needed 

by the employee and approved and/or assigned by the supervisor, pastor, or 
parish administrator. 
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Qualifications & Requirements of Position 
 
 
Qualifications    

1. Demonstrate understanding and acceptance of Catholic doctrine and Catholic Social 
Teaching. 

2. BA or equivalent work experience including volunteer management, community 
organizing, justice advocacy. 

3. Prior experience in shared (volunteer) management and outreach organization 
preferred. 

4. Proficiency with technology and social media critical. 
5. Ability to satisfactorily pass a criminal background check and an acceptable credit 

report.  
 
Mental Demands 

1. Ability to plan, organize, and meet deadlines and to manage multiple concurrent tasks. 
2. High level of organizational skills and ability to work under pressure and with 

interruptions.   
3. Strong communication skills that articulate the parish mission and invite others to 

participate. Effectively able to address conflict and provide inspiration.  
4. Enthusiastic, self-motivated, and able to work without supervision, but obtaining 

direction when needed.  
5. Strong interpersonal skills. 
6. Must be able to keep accurate records . 
7. Able to develop and maintain a productive working relationship with supervisor, staff, 

pastor. 
8. Demonstrated ability to work well with other parish leaders and volunteers. 
9. Understand the parish culture and adjust actions to fit that culture. 
10. Confidentiality, integrity, and honesty 
11. Ability to follow all guidelines of the parish Personnel Policy Handbook 
12. Keeping supervisor and others informed 

 
Physical Demands 

1. Work 40 hours per week 
2. Able to sit or stand for long periods of time. 
3. Able to lift up to 25 lbs. (office materials, etc.) using proper techniques. 
4. Able to work long hours when the position demands. 
5. Able to participate in occasional evening and weekend meetings, events or Masses. 
6. Able to operate keyboard and other technology devices in a safe and proficient manner. 
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Employee:  I have reviewed this job description and understand that it is an accurate 
representation of the responsibilities of my job. I understand that as the organization’s needs 
change, my job description will change. 
 
 
 

Signature Date 
 
 
Supervisor:  I have reviewed this job description and agree that it is an accurate representation 
of the responsibilities performed in this job. 
 
 
 

Signature Date 


