
Position Title: Director of Liturgy & Music  

Immediate Supervisor: Pastor 

Receives work direction from: Pastor 

Others reporting to this position: None 

Provides work direction to: Volunteers and staff assigned for projects and events. 

Resource person to: Pastor, Parish Administrator, Staff, Liturgy Committee, School Music 

Teacher, Life-Teen Band, Folk 

Group, cantors, and pianists/organists. 

Purpose of Position: 

The Director of Liturgy and Music coordinates those aspects of the liturgical life of the parish as 

established with the Pastor.  The Director operates in the capacity of a resource person and 

consultant, enabling those directly concerned with Liturgy and Music to more effectively carry out 

their responsibilities in the parish.  The Director acts as a catalyst, helping parishioners become 

more involved by delegating function to those parishioners who have talent for a particular 

function.  Serve as the central point for information and communication for music and liturgical 

functions. 

 
Representative Responsibilities: 

 The Director of Liturgy and Music gives overall direction to all aspects of Parish liturgy.  
Oversees all liturgical ministries and volunteers. 

 Lead the parish in full, active and conscious participation in the renewed liturgical rites in 

implementation of liturgical changes according to sound liturgical principles. 

 Keep abreast of current developments in liturgy and music on the national and Diocesan 

level. 

 Educate the parish, including musicians and liturgy committee members with pastoral 

sensitivity. 

 Establish and maintain open, trusting and positive communications with the Pastor, pastoral 

team and parish committees, as well as all other members of the parish. 

 

Specific Responsibilities: 

    Parish Liturgy and Music: 

 Work with the Liturgy Committee for weekend liturgies, special feast and celebrations and 

prayer services. 

 Select music to be used at all weekend, special liturgies and weekly school Masses.  

Schedules and coordinates all music groups, cantors and accompanists. 

 Train, when necessary, song leaders/cantors. 

 Accompany/cantor/song lead at liturgies as needed. 

 Work with committee to plan, select and introduce new music with sensitivity to the people. 

 Direct Adult/Children’s Choirs.  Coordinating with the School principal times and locations 

for rehearsals and performances. 

 Provide music and musicians for wake services/funerals as directed by the Pastor. 

 Is visibly present at principle parish events, and promotes good public relations both within 

and beyond the parish. 



 Prepares and manages the worship budget in collaboration with the Pastor.   

 Maintain and organize supply cabinets. 

 Attend staff meetings. 

 Coordinate and encourage volunteers through both written and oral communication. 

 Coordinate and prepare Liturgical Ministers schedule monthly for weekends and Holy Days.  

Maintain a current substitute list. 

 Educate the parish on liturgical matters, and recruiting, coordinating and providing 

formation and training for musicians and liturgical ministers. 

   Liturgy Committee: 

 Serve as ex-officio member of the Liturgy Committee. 

 Work in collaboration with the clergy for overall planning of major liturgical celebrations 

and seasons. 

 Work with art and environment members. 

 Establish long-range goals. 

 Serve as music resource person for the Liturgy Committee. 

   St. Philip’s School:  

 When needed, work with school staff to plan, accompany, and execute any school liturgies 

and prayer services. 

   Faith Formation & Youth Ministry: 

 When needed, work with Faith Formation staff to plan, accompany, and execute any Faith 

Formation liturgies and prayer services, ie Confirmation, First Eucharist, Stations of the 

Cross. 

 Help plan and execute youth liturgies, prayer services, and retreats. 

   Other:  

 Weddings: Meet with engaged couples in the planning and selection of appropriate music 

for worship according to the policies established by St. Philip’s Church and the Diocese of 

Crookston.  Help obtain music and musicians if necessary. 

 Assist with parish funerals as necessary. Work to develop funeral choir and provide 

opportunity for traditional choir to sing as pastoral need suggests. 

 Maintain schedules of meetings and appointments; organizing and maintaining paper and 

electronic files. 

 Manage volunteers on projects; conducting research; and disseminate information by using 

the telephone, mail services, Web sites, and e-mail. 

 Display good interpersonal skills – being courteous, professional, and helpful. 

 Contribute to the security of St. Philip’s by helping to monitor the access of visitors and 

ensuring ministers have the proper safe environment training. 

 Continuing Education: Participate in activities/educational opportunities for continued self-

improvement: ie, workshops, seminars, liturgical publications, etc. 

 Day off – to be coordinated with the Pastor. 

General 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. Their public behavior must not violate the faith, morals or laws 

of the Church or the Diocese, such that it can embarrass the Church or give rise to a scandal. It is 

preferred that this employee be an active, participating Roman Catholic. Reasonable 

accommodation for the religious practice of employees not of the Roman Catholic faith will be 

similarly provided.   



 

 

Employees may be appropriately disciplined or discharged for cause, which may include public 

conduct which is inconsistent with the faith, morals, teachings and laws of the Catholic Church. 

The responsibilities listed above are representative responsibilities intended to describe the general 

nature and level of work performed by a staff member assigned to this position. It is not intended to 

be an exhaustive list of responsibilities and qualifications required of this position. More detailed 

listings of duties and tasks may be found in other supplemental documents. 

I have reviewed this job description and agree that it is representative of the responsibilities of my 

position. I understand that, as the organization's needs change, my job description will change. 

Employee signature   Date       

 

I have reviewed this job description and agree that it is an accurate representation of the 

responsibilities performed in this position. 

Supervisor's signature   Date      

 
Qualifications: 

 Bachelor’s degree in music or liturgy or at least 5 years experience in music or vocal fields. 

 Strong organizational skills with attention to detail and accuracy. 

 Excellent customer service orientation and consistent follow-through. 

 Ability to work independently, make decisions, work without supervision, learn and 

implement new strategies and be self-directed 

 Ability to prioritize and follow through on multiple tasks and projects. 

 Team-focused and solution-oriented and as a team member provides clear direction to 

others. Proficient in Microsoft Office and database management software. 

 Strong written and verbal communication skills. 

 Pass background checks. 

Mental Demands: 

 Possess good people and listening skills and a pleasant and professional manner in person 

and over the telephone. 

 Ability to communicate and work well with others, recognize and maintain appropriate 

levels of confidentiality.  

 Operate a computer, printer and other office equipment. 

 Must be able to juggle multiple projects and priorities. 

Physical Demands: 

 Ability to work evenings or weekends as necessary. 

 Able to move throughout the building easily and quickly. 

 Able to see, speak, hear, and respond to parishioners, volunteers, staff, etc.  


