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St. Francis of Assisi Parish 

Job Description 

Liturgy Director 
 

 
Reports to:  Pastor 

Status:   Full Time (40 hours/week) 
 
Oversees and develops the following ministries: 

 Liturgy Team 

 Ministers of Hospitality 

 Bread Bakers 

 Acolytes 

 Sacristans 

 Art & Environment 

 Lectors 

 Eucharistic Ministers 

 Sacred Movement 

 Sound and Light 

 Linen Ministry 

 Children’s Liturgy of the Word (CLOW) 

 Monthly School Masses 
 

Responsibilities: 

 Prepares, oversees, and troubleshoots parochial liturgies. 

o Prepares presider binder for weekend liturgies and holy days or other 
special observances. 

o Writes the Prayers of the Faithful. 

 Oversees, or serves as sacristan at, most liturgies. 

 Develops and monitors budgets for all liturgical ministries. 

 Coordinates liturgies with other staff. 

 Prepares liturgical schedule for the year. 

 Stays current on liturgical developments (e.g., attends LA Congress annually). 

 Orders and maintains inventory of liturgical supplies. 
 
Liturgy Team 
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Director of Liturgy, other liturgical staff and volunteer members of the Liturgy Team 
prepare and develop the liturgies for each season and associated activities, including 
catechesis. 

 Schedules and leads regular meetings of the Liturgy Team. 

 Takes and publishes meeting notes. 

 Researches materials and ideas for use in planning; provides background 
materials, resources for discussion. 

 Coordinates, with the team, activities generated from planning (e.g., prepare holy 
card, coordinate gospel assignments). 

 Plans and executes, with team and volunteers, the art and environment for 
seasons/feasts. 

 Plans and leads yearly day-long introduction and brainstorming day on gospel for 
the year. 

o Prepares calendar for all special liturgies for the year. 

o Prepares the synopsis of all the readings for the year. 

 Reviews all aspects of liturgy with Liturgy Team (e.g., US Conference of Catholic 
Bishops mandated changes to the liturgy). 

 Prepares and solicits short articles on liturgical catechesis for bulletin. 

 Invites parishioners to join the team, as needed. 

 Recruits additional people to help with liturgical projects. 

 Maintains and  organizes all liturgical supplies. 
 

Ministers of Hospitality 

 Prepares weekly information sheet of what ushers need to know for that 
weekend’s liturgy (e.g., do they need to get gift bearers, will there be sacred 
movement, is anything special being handed out, etc.). Posts sheet in the usher 
area of the church.  

 Provides training sessions as needed. 

 Recruits new ministers annually. 

 Oversees  minister scheduling. 

 Organizes and stocks supply cabinet in usher area (e.g., emergency supplies) 
 
Bread Bakers 

 Ensures each weekend has a leader and team. 

 Recruits new bakers as needed. 

 Purchases bread-baking equipment and supplies, including  baking ingredients. 

 Gathers with teams annually for review and support. 
 

Acolytes 
 

 Recruits and trains acolytes, as needed. 
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 Prepares quarterly schedule for acolytes for weekend Masses and feast days 
and holy days. 

 Holds annual workshop to update acolytes re: changes to liturgy. 
 
Sacristans  

 Recruits and trains sacristans, as needed.  

 Holds annual workshop to update sacristans re: changes to liturgy. 
 
Art & Environment 

 Purchases and arranges flowers, or supervises volunteers who arrange flowers. 

 Creates and/or supervises volunteers who help create elements for the 
environment (e.g., a banner, antependium, etc.). 

 With Liturgy Team, recruits and supervises volunteers to help create the 
environment for Advent/Christmas and Lent/Triduum/Easter seasons, as well as 
other special observances (Feast of St. Clare, Feast of St. Francis, etc.). 

 Creates vestments or supervises volunteers who create vestments. 
 
Lectors 

 Oversees mandatory Monday meetings to break open the Word and practice 
readings. Attends meetings, as needed. 

 Schedules lectors and leaders. 

 Recruits and updates training for lectors, annually. 

 Provides enrichment materials for lectors (e.g., articles, prayers). 

 Plans annual potluck for lectors. 

 
Eucharistic Ministers 

 Recruits and trains eucharistic ministers. 

 Recruits and trains team leaders for each week for each Mass (team leaders 
check people in, put them on the position diagram). 

 Provides individual binders for Team Leaders of position diagrams, list of 
ministers for each Mass, and step by step procedures for Team Leaders. 

 Provides Eucharistic tracking record binder to calendar Masses; team leader 
records amounts of bread and wine set out and amounts remaining (for planning 
purposes). 

 With Team Leaders, schedules volunteers for weekend Masses, feast day and 
holy day liturgies. 

 Holds annual workshop for ongoing formation. 

 Communicates with coordinators for each Mass community. 

 

Sacred Movement 

 Works in collaboration with volunteer Sacred Movement Ministry coordinator. 
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Sound and Light 

 Ensures that there is someone to handle sound and light needs for all the 
liturgies. 

 Coordinates with Plant Manager regarding sound and light needs. 

 Ensures that there is a stock of batteries for microphones and hearing devices, 
as well as small reading lights for special liturgies/prayer services. 

 

Linen Ministry 

 Recruits, trains, and schedules volunteers. 

 Ensures that there is a supply of linen for all liturgies. 

 Fills in for volunteers when they’re not available. 

 As needed, purchases linens and/or fabric and recruits volunteers to sew linens. 
 
CLOW:   Children’s Liturgy of the Word  

(Dismissal program for the Word for Children at an age-appropriate level) 

 Recruits volunteers and provides training and materials for “presider” 
development. 

 Schedules volunteers (presiders and “shepherds” who safely escort children to 
the PC Chapel for CLOW). 

 Plans and organizes Christmas Eve children’s liturgy (sets up and oversees 
practices; supervises helpers) 

 
School Liturgies 

 Works with school faculty and staff to prepare and oversee monthly school 
Masses, and other liturgies as requested. 


