
Job Description 
St. Timothy Catholic Church 

1730 W. Guadalupe Road  --  Mesa, Arizona 85202  --  Office: (480) 775-5200 -- Fax: (480) 820-7984 
 

Job Title:   Assistant Liturgy Coordinator 
Responsible To:   Liturgy Coordinator 
Department:  Liturgy 
Hours:   Full-Time (40 hours/week) requires weekends, evenings, and some holidays 
 

JOB SUMMARY/FOUNDATIONAL REQUIREMENTS  
In service of the New Evangelization, the Assistant Liturgy Coordinator will support the Director of Liturgy and the Liturgy 
Coordinator with the vision, continued growth and direction of Liturgies and Liturgical Ministries within the parish. The 
Liturgy Coordinator must be well-formed in Catholic Liturgy and theology and have a mature personal spiritual life that is 
grounded in prayer, frequent reception of the sacraments, and solid personal moral behavior 
 

Responsibilities and Specific Job Duties: 
1. Assist the Liturgy Coordinator in the implementation and execution of Liturgies (weekend, Wednesday evening, 

Holy/Holiday Liturgies) and Liturgical events (Staff Mass, Mass kits, etc.)   
2. Responsible for creating monthly liturgical calendar (includes coverage for Masses, Confessions and blessings) 
3. Assist the Director of Liturgy and the Liturgy Coordinator in the vision and execution of Art and Environment 

throughout the church, Narthex, Sanctuary, and Chapel 
4. Responsible for coordinating and facilitating funeral and wedding Liturgies  

a. Meet with couples/families in a timely manner to coordinate the celebration 
b. Schedule Priest or Deacon as needed 
c. Work with Facilities Scheduler to reserve the Church and Hall 
d. Work with the Director of Music in getting the song choices for the couple 
e. Create programs 
f. Work with the Apostolic Coordinator to coordinate Funeral Reception (as needed) 

5. Assists the Liturgy Coordinator with coordinating, recruiting, supporting and training for appropriate Liturgical 
Ministers (Mass & EM Captains, Extraordinary Ministers, Lectors, Altar Servers, Ushers, Healthcare, Deaf Ministers, 
Linen Ministers, Deacons -in relation to serving at Mass), Pastoral Care (homebound and hospital ministers), Apostolic 
Team, Grief and Bereavement and BeFriender Ministry)  

6. Assists the Director of Liturgy and the Diocese regarding records of all Liturgical Ministers (Active vs. Inactive Ministers, 
Certificates and Certificate renewals, Safe Environment, Driver eligibility, Parishioner verification) 

7. Attend meetings as necessary 
8. Answer ministry correspondence in a timely manner (emails, letters, telephone calls, etc.) 
9. Must work collaboratively with the Liturgy staff 
10. Assists the Liturgy Coordinator with special Liturgies as needed 
11. Any task deemed necessary by the Pastor, Parish Manager or Director of Liturgy 
 
Skills and Qualifications: 
1. Must be an active member of a parish/faith community in good standing with the Church 
2. Willingness and ability to support the mission of the Church, the Pastor and the Director of Liturgy 
3. Strong knowledge of Catholic Church teachings and Liturgy  
4. Education: High school graduate; some college credits preferred 
5. Strong Administrative and general office experience 
6. Proficient in MS Office tools (Word, Excel, Publisher, Adobe, Outlook) 
7. Excellent organizational skills and the ability to multi-task   
8. Effective communications and people skills  
9. Ability to maintain standards of confidentiality 
10. Ability to work independently as well as in a team  
11. Ability to teach and direct volunteers effectively 
 

Job Performance: 
1. Job performance will be assessed annually with the Director of Liturgy 
2. Weekly work schedule – must be flexible and based on the needs of the Parish and Liturgy Department 

 
This document is designed as a summary or general description of the job and may not include all the duties, knowledge, 

skills or abilities required or associated with the position.  


