Catholic Area Faith Community of Jesus Our Living Water
Clara City, Spicer, Willmar

Area Director of Faith Formation for Preschool — Grade 12
JOB DESCRIPTION
July 1, 2026

L. POSITION IDENTIFICATION

= Time/Benefits: This is a full-time position of 32 or more hours per week and includes benefits.
Many evening/weekend hours are required.

» FLSA designation: Exempt (salaried) (Learned Professional or Administrative)

= Reports to: Pastor

= Receives work direction from: Pastor, Area Pastoral Council

= Direct reports: None

=  Provides work direction to: Faith Formation Administrative Assistant, Site Coordinators,
Catechists, and other faith formation volunteers and support staff.

II. PRIMARY PURPOSE OF THIS POSITION:

The purpose of the Area Director of Faith Formation for Preschool — Grade 12 is to support the vision
of the area faith community by implementing and executing the chosen catechetical curriculum for
Preschool — 12 as well as a comprehensive youth ministry program. This is accomplished by
providing opportunities for students, catechists and parents to form and grow in their Catholic faith.
Currently, faith formation/youth ministry is offered at three worship sites — the Church of St. Clara in
Clara City, the Church of St. Mary in Willmar, and the Church of Our Lady of the Lakes in Spicer.
This position will be responsible for the education needs of all students in preschool — Grade 12 and
their parents throughout the area faith community.

This position is part of a team consisting of priests and other staff who work together to carry out the
evangelical and catechetical vision of the area faith community.

1. CHURCH EMPLOYMENT RESPONSIBILITIES:

%

Employment in and by the 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, the Diocese of New Ulm, and the Catholic Area Faith Community of Jesus
Our Living Water. Their public behavior must not violate the faith, morals or laws of the Church, such
that it can embarrass the Church or give rise to scandal. It is required that the employee filling this
position be an active, participating Catholic in full communion with the Roman Catholic Church.

V. REPRESENTATIVE RESPONSIBILITIES

%

Be present when and where needed, ready to work as needed to meet responsibilities. This includes
satisfying responsibilities in a timely and accurate manner, providing an example of punctuality and
attendance, and generally ensuring all is ready and taken care of. It also includes advance
communication with supervisor if the current tasks/duties require a temporary change in the employee’s
expected starting and/or ending time, or date.

Recruit, train, support, supervise, and build relationships with catechists, faith formation volunteers in
the area faith community.

Ensure that catechists and volunteers have the necessary tools to teach their classes or run events.

Organize recognition receptions for graduating high school seniors and administer the process to award
scholarships.
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Develop processes to evaluate the effectiveness of faith formation programs and make necessary
adjustments by consulting area department heads as needed.

Monitor religious education offerings, ensuring they meet the changing needs of all parish families
including the Hispanic community and home-schooled religious education students.

Prepare communication materials for parish families, students, catechists, volunteers and the
community using agreed upon communication avenues — bulletin, email, website, social media, and
other methods that may be implemented.

Assist the AFC Youth Minister (and pastor) in the selection and planning of retreats, Masses, prayer
opportunities, penitential services and other liturgical services.

Along with the site coordinators for each Faith Formation Site, arrange schedule to provide supervision
and direction at all formation sites.

Bear primary responsibility for sacramental preparation of students for the Sacraments of
Reconciliation, Eucharist, and Confirmation. This includes ensuring students and their parents have
adequate knowledge and preparation.

Help create a productive and harmonious work environment. Promote good morale, adequate
communication and cooperative teamwork.

Attend and remain compliant with all diocesan Safe Environment training requirements.

Other responsibilities include those identified as needed by the employee and approved and/or assigned
by the supervisor.

The responsibilities listed above are representative of the job and are not all-inclusive. Other
responsibilities are those found in the area faith community Employee Handbook.

The responsibilities identified with an asterisk “*” are essential functions of the job.

QUALIFICATIONS

Degree in Religious Education, Religious Studies, Theology, Pastoral Ministry, Education or related
field or equivalent experience is required; as is Diocesan Catechetical training and knowledge of and
ability to convey effectively the official teaching of the Church with a demonstrated fidelity to these
teachings.

Demonstrated track record of ability to work harmoniously in a team environment.
Verifiable use of continued education to increase abilities and knowledge.
Proven ability to relate to students in Preschool — Grade 12 and parents.

Possess a valid driver’s license and vehicle, or have a means of transportation to enable travel to the
three parishes in the area faith community as needed.

Possess an ability to work with people of diverse backgrounds, personalities, and goals.
Fluency in the English language. Ability to speak Spanish would be an asset.
Successful completion of criminal and motor vehicle background checks.

MENTAL DEMANDS

Supports and carries out tasks to reinforce the vision of the area faith community.

Publicly supports the pastor and recommendations of the Area Pastoral Council and/or the Parish
Administrative Council.

Develops and leverages effective working relationships with other members of the staff as well as
volunteers, students, and parishioners.

Acts with respect toward others.
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» Qains acceptance by listening to others and seeking win-win solutions.

* Demonstrates openness and honesty in communicating with others, while exercising discretion in
confidential matters.

= Remains calm in stressful situations.

= Works with people of diverse backgrounds, personalities, and goals.

= Exhibits self-motivation and attention to detail.

= Works effectively without supervision.

= Leads a life demonstrative of Christian values.

PHYSICAL DEMANDS

= Regularly travel between the faith formation sites in the area faith community.

= QOccasionally travel to each of the three worship sites in the area faith community or to other necessary
locations for meetings, education or enrichment.

= Sit, stand, walk, and climb up and down stairs.

= Sit for extended periods of time and attend necessary meetings.

= Lifts and carries up to 25 pounds using proper lifting techniques.
= Sees, hears, and speaks well enough to engage in conversations.

= Effectively uses general office equipment such as telephones, computers, copiers, adding machines,
etc.

= Works all hours needed to meet the job responsibilities.

féd/‘/ly b%e //fe 0f gé/‘/{ff ® 5&/)5// Kée [0#6 00[ gé/‘/&f Page 3 of 4



VIIIL

AGREEMENTS

Employee:
I have reviewed this job description and agree 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.

Employee signature Date

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

Supervisor signature Date
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