
THE BASILICA OF SAINT MARY
Position Description:  

Coordinator of Liturgical Celebrations (Sacristan) 

Date: April 28, 2025 

Department: Ministries/ Liturgy & Sacred Arts 

Supervisor: Associate Director of Liturgy 

Status: Part Time, Non-Exempt 

Hours/ Schedule: 20 hrs/week, 12 mos per year. 

Primary hours are Saturday and Sunday, some funerals, weddings, 
baptisms, occasional weeknights. Includes hours for Christmas, Holy 
Week, and Easter; and weekly administrative/office tasks. 

PURPOSE OF THE POSITION 
Supports the vision, mission, and values of The Basilica of Saint Mary by assisting the 
Associate Director of Liturgy with the implementation of all liturgical celebrations at The 
Basilica of Saint Mary including, weekend and Holy Day Liturgies, weddings, funeral, 
confirmations, interfaith and other worship services, as well as the administration and 
management of volunteers. 

SCOPE OF THE POSITION 

• Reports to and takes direction from the Associate Director of Liturgy.

• Responsible for coordinating liturgies and engaging liturgical volunteers along with
the Associate Director, approx. 20-30 per service at liturgical celebrations.

• Responsible for administrative support to enhance the liturgical life of the parish.

POSITION QUALIFICATIONS 
Knowledge, Skills, and Abilities 

• Practicing Roman Catholic with knowledge and appreciation of the Catholic faith
and traditions.

• Bachelor’s degree in theology/liturgy preferred or commensurate experience.
• Strong oral and written communication skills.

• Ability to take direction, utilize good time management, and multi-task.

• Experience with project management, communications, event planning/execution
helpful.

• Strong interpersonal skills and ability to initiate and develop open, respectful,
positive, and cooperative relationships.

• Strong computer skills.  Experience with Microsoft Office software and ability to
learn the Basilica’s database software, Raiser’s Edge 7, and administrative skills.

Physical Demands 

• Must be able to lift at least 40 pounds and be able to climb stairs and ladders.

• Must be able to stand for extended periods of time.



• Ability to adapt and make appropriate decisions quickly.

• Ability to work with minimal supervision.

• Ability to maintain confidentiality and take note of pastoral concerns that need to
be shared with the pastor and pastoral care coordinator.

• Ability to prioritize tasks, workloads, and workflow while being present to the
people and liturgies being supported.

PRIMARY FUNCTIONS AND MAJOR ACTIVITIES 

1. Sharing responsibilities for facilitating efficient and effective liturgical
celebrations at The Basilica of Saint Mary, including managing the practical
details of liturgical celebrations and coordinating liturgical volunteers at each
service.

2. Assisting the Assistant Director of Liturgy with maintaining a clean and

orderly liturgical environment, including seasonal decorating, building and
maintaining a volunteer-based Altar Guild, and assisting with maintenance of all
liturgical vessels, vestments, linens, furniture, and all other items necessary for the
celebration of the liturgy and rites necessary.

3. Assisting the Assistant Director of Liturgy with practical coordination of
concerts including set up and take down of equipment needed, filling out
maintenance set up forms, and being a point person to answer questions for
rehearsals and concerts.

4. Completing any necessary administrative tasks, including but not limited to
completing the American Sign Language interpreter prompt book for Sunday and
special liturgies, Prayers of the Faithful, Check-in Sheets, database management and
other tasks as needed or assigned by the Associate Director of Liturgy.

Non-Exempt: Be ready to work and on time for all scheduled hours and accept additional 
responsibilities identified (as needed) by your supervisor. 

Dress Code 

• The professional dress code must be followed at all times (as may be further set
forth in the human resources manual or other policies from time to time)

Compensation and Benefits 
The wage range for this position is $23 - $25 per hour. This part-time position will be 
eligible for Sick and Safe Leave, vacation time, floating holiday, paid holidays, 403b & 
403b matching up to 3%, and an employee assistance program (EAP).  

Designation of Essential Functions 
Employment in and by the Church is substantially different from secular employment. 

Church employees/volunteers must conduct themselves in a manner which is consistent 
with and supportive of the mission and purpose of the Church. This position does require 
that the employee be a Catholic. As a parish community rooted in the teachings of the 
Catholic Church, employees/volunteers are expected to be knowledgeable of core tenets 
and respectful of the mission, purpose, and teachings of the Catholic faith. 

HOW TO APPLY 
Please email your resume to Taylor Liles, tliles@mary.org. 

Mental Demands 
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