[image: image1.png]



Archdiocese of Anchorage

Job Description for Parish Director of Hispanic Ministry Position
Section I

Title:



Parish Director of Hispanic Ministry

Wage Classification:

Exempt

Organization:  


Our Lady of Guadalupe Parish

Department:  
Parish Hispanic Ministry, works closely with Archdiocesan Hispanic Ministry Team
Status:  


Full-time

Supervisor:  
Parish Pastor and Director of Hispanic Ministry

Section II
Summary Position Statement:  The Parish Director of Hispanic Ministry is responsible for providing advocacy and support for the Pan-Hispanic community within Our Lady of Guadalupe Parish; serving as the primary contact for parishioners from the Hispanic community; and conducting sacramental preparation, training and education for adults.  The job involves office work, and evening and weekend meetings and events. This is a three-year, partially-grant-funded position designed to employ a bi-lingual, Hispanic lay leader.  The successful candidate will have language fluency to include reading and writing, and cultural fluency in Spanish and English and be thoroughly familiar with the Catholic Sacraments and religious services.  The candidate must work within the values of the Catholic Church. 
Section III
Essential Responsibilities:

· Ensure needs and plans of the Hispanic community are represented in parish administration, including by serving as the pastor’s liaison to the Hispanic community and communicating needs and plans of the community to the pastor
· Ensure Hispanic community is represented through membership in all parish committees; assist with recruiting and training Hispanic committee members; and attend parish committee meetings
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· Support and attend parish and Archdiocesan-wide Hispanic community events and celebrations, including by supporting committees charged with event planning and coordination

· Develop Spanish/bilingual liturgies

· Facilitate/learn to facilitate volunteer committees and small faith groups, including Bible study 

· Ensure all written parish communications are available in Spanish, and help parishioners interface with parish ministries, especially when oral translation is needed
· Listen to and make appropriate referrals around needs for pastoral support, maintain confidentiality
· Conduct sacramental preparation and other faith formation programs for adults

· Work as a member of Archdiocesan Hispanic Ministry Team to ensure collaboration across the Archdiocese
· Assist in preparation of quarterly progress reports for Catholic Extension, partial funder of position salary
· Very infrequent travel may be required

Section IV
Position Requirements:
· Must be bi-lingual, Spanish and English, able to speak and write in both languages
· Knowledge of and ability to promote Catholic Church beliefs and teachings

· Active Catholic, engaged in parish life

· Commitment to continuing own formation and education, such as through guided study, online courses, etc.

· Strong history of service work and demonstrated leadership

· Ability to motivate and strengthen volunteer committees and small faith groups
· Strong public speaking skills

· Ability to listen, be creative, think critically and execute plans accordingly

· Bachelors or Masters Degree strongly preferred but not required. 
Section V

Compensation and Application:

The salary range for this position is $35,000 - $45,000 DOE plus benefits.

This is a partially-grant-funded position.

To apply, please email cover letter & resume to LeAndraG@olgak.org, of mail to Our Lady of Guadalupe Parish, 3900 Wisconsin St., Anchorage, AK, 99517, ATTN: LeAndra Childs.  For full job description or more information, call 907/248-2000. 

Closing Date: Friday, February 17, 2012.

