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SAINT PIUS X CATHOLIC CHURCH 

POSITION DESCRIPTION 

 
 

 

POSITION TITLE: Assistant Director, Children and Family Formation 

 

GENERAL PURPOSE 
The purpose of this position is to create and oversee programming for young children (ages 0-5) 

and their families, as well as assisting the Director of Faith Formation with program coordination, 

curriculum development, volunteer management, and communication for the children’s religious 

education programs. 

 

REPORTING HIERARCHY 
The incumbent in this position reports to the Director of Faith Formation of Saint Pius X Catholic 

Church. This position does not directly supervise parish employees, but is responsible for volunteer 

cultivation and management for various children’s/family ministries. 

 

ESSENTIAL FUNCTIONS 

The following duties are normal for this position.  These are not to be construed as exclusive or 

all-inclusive.  Other duties may be required and assigned. 

 

Oversees programs designed for young children and families: 

 

• Coordinates the Children's Liturgy of the Word program; recruits and trains volunteer 

coordinators, catechists, aides, and parent helpers; provides materials, support, and 

ongoing formation and enrichment for catechists; maintains communication throughout the 

year with parents. 

• Works with the Director of Faith Formation and Director of Adult Faith Formation to 

develop and deploy new offerings for family faith formation. This includes parenting 

series, opportunities for multigenerational programs, and young child-specific 

opportunities.  

• Serves as parish liaison for Kids of the Kingdom, Scouts, and related children’s and family 

groups. 

• Collaborates with members of the Faith Formation staff to provide children’s and adult 

programming for the parish, including providing child-specific programming during 

parish-wide events (Lenten Series, Kick-Off, others). 

 

Provides support to the parish Religious Education (RE) programs: 

• Maintains staff presence and assists in classroom as needed in the various RE programs: 

CCD, Catechesis of the Good Shepherd, Family Catechesis, and Children of Saint Angela 

Merici. 

• Assists with sacramental preparation activities and on days of the sacrament; assists with 

the preparation and implementation of sacramental retreats. 
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• Schedules priests as needed for reconciliation services for the school and Religious 

Education. This includes Advent and Lent penance services, sacramental retreats, and First 

Reconciliation. 

• Creates and maintains records for student class assignment, attendance, and sacramental 

information. Follows up with parents as needed to complete records. 

• Maintains inventory of classroom supplies and prayer tables; cares for and maintains 

inventory of First Communion garments. 

 

Supports the Director of Faith Formation with administrative tasks: 

• Implements and reports results of the diocesan Safe Environment training for children. 

Responsible for assigning catechists, gathering attendance and testing data, and preparing 

and submitting reports to diocesan office for both school and after-school program 

presentations. 

• Performs various administrative tasks; types forms, reports, correspondence, and other 

documents; operates various copy machines; receives, screens and directs calls; 

establishes, maintains, and files various records and documents; assists in maintaining 

annual calendar. 

• Operates various office machines and equipment including telephone, personal computer, 

printer, facsimile, calculator, and related machinery. Operates computers, printers, and 

related office equipment. Uses a variety of software including word processing, 

spreadsheets and database programs. 

• Performs special projects as directed and assigned by the Director of Faith Formation. 

 

MINIMUM QUALIFICATIONS 
 

• Bachelor’s degree in theology, pastoral ministry or closely related field with ongoing 

participation in related continuing education. 

• A minimum of three years previous experience that includes program development and 

implementation - or any equivalent combination of education, training, and experience 

which provides the requisite knowledge, skills, and abilities for this job.  

• Excellent written and oral communication skills.  

• Proficient in computer programs (Microsoft Office and Google Suite) and traditional 

communication technology; willing to learn new software and programs.  

• Must be a practicing Catholic in good standing and an active steward of the parish with a 

thorough understanding of the teachings of the Catholic Church. 

 

PERFORMANCE APTITUDES 
 

Human Interaction:  Requires the ability to function in a leadership role over multiple areas of 

the parish. Includes the ability to make decisions on procedural and programming levels in 

conjunction with the Director of Faith Formation. 

  

Relationships: Takes proactive steps to ensure parishioner’s needs are met. Demonstrates a 

courteous and parishioner-focused work ethic. Displays caring behaviors with each interaction. 

Demonstrates self-awareness and sensitivity to the perceptions of others. Listens carefully to input 

and concerns and takes appropriate action.  
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Integrity and Trust: Maintains confidentiality at all times. Fosters a sense of trust and 

collaboration among volunteers, co-workers and program participants. Responds to change in a 

positive manner. Utilizes time and resources in a prudent manner. 

 

Verbal Aptitude: Requires the ability to utilize a wide variety of reference, descriptive, and 

advisory language and information related to Catholic teaching. Verbal and written 

communications are clear and effective. 

 

Functional Reasoning Requires the ability to carry out instructions furnished in written, oral, or 

diagrammatic form. Able to exercise independent judgment to apply facts and principles for 

developing approaches and techniques to resolve problems. Demonstrates the ability to evaluate 

programming efforts and determine appropriate actions. 

 
Situational Reasoning:  Requires the ability to exercise judgment, decisiveness and creativity in 

situations involving a variety of generally pre-defined duties which are often characterized by 

frequent change. 

 

 

ADA COMPLIANCE 
 

Physical Ability:  Tasks require the ability to exert light physical effort in sedentary to light work, 

but which may involve some lifting, carrying, pushing and / or pulling of objects and materials of 

light weight (5-10 pounds). Tasks may involve periods of time at a keyboard or workstation. 

 

Sensory Requirements:  Some tasks require the ability to perceive and discriminate visual cues 

or signals. Most tasks require the ability to communicate orally. 

 

Environmental Factors: Essential functions are regularly performed without exposure to adverse 

environmental conditions. 

 
This job description does not constitute a contract of employment. This job description is subject to change 

by the employer (Saint Pius X Catholic Church) at the discretion of the employer, or as the needs of the 

employer and / or requirements of the job change.  The employer explicitly reserves the right to modify any 

of the provisions of this job description at any time and without notice. The duties listed above are intended 

only as illustrations of the various types of work that may be performed.  The omission of specific 

statements of duties or essential functions does not exclude them from the position if the work is similar, 

related, or a logical assignment to the position. 

 

Saint Pius X Catholic Church (Saint Pius X) is an Equal Opportunity Employer. In compliance with the 
Americans with Disabilities Act, Saint Pius X will provide reasonable accommodations to qualified 
individuals with disabilities and encourages both prospective and current employees to discuss potential 
accommodations with the employer. 


