
THE BASILICA OF SAINT MARY 

Position Description:  

Assistant Coordinator of Family Life 

 

 

 

 

Department:   Parish Ministries 

Supervisor:   Director of Engagement and Family Life 

Status:   Part Time, Non-Exempt 
Hours / Schedule:  15-20 hours/week, with extra flexibility in summer   

         

PURPOSE OF POSITION 

Supports innovative strategies to grow and strengthen family engagement and faith formation 
to advance The Basilica of Saint Mary’s mission and vision, including Roman Catholic 
formation, event/class participation, and active parish membership. Develop and implement 
creative volunteer-led catechetical programs for grades pre-K- 7th grades, 8th grade 
confirmation, and high school youth ministry for grades 9-12 that also integrate music, 
liturgy, experiential learning, service, family events, and active parent involvement with a 
focus on family life and whole-family catechesis. 
 
SCOPE OF POSITION 

This position reports directly to the Director of Engagement and Family Life and the 
Managing Director of Ministries, with an active inter-department collaboration with the 
Coordinator of Music and Catechesis. 
 
POSITION QUALIFICATIONS 

Knowledge, Skills, and Abilities 

• Be a practicing Catholic and have solid background in Catholic theology, faith 
formation, and education with a working knowledge of the foundations of quality 
catechesis. Degree in Education or Theology preferred. 

• Three years' experience in creating innovative faith formation and sacramental 
programs for children and youth in a parish setting, with the ability to engage and 
excite children, youth, parents and volunteers about building a personal and life-long 
relationship with God in a Catholic setting. 

• Experience reaching out to families, with demonstrated experience using creative/new 
strategies to recruit and encourage family participation in faith formation programing. 

• Excellent written and oral presentation skills, including experience with families from 
diverse backgrounds and conflict resolution. 

• Strong planning, organization, management and detail-orientation skills; experience 
recruiting, supervising volunteers; managing and administering programs and 
budgets. 

 



Physical Demands 

• Must be able to lift at least 20 pounds.  

• Repetitive keyboarding.  

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

• Ability to work independently with minimal supervision and accomplish tasks within 
appropriate deadlines. 

• Possesses good people and listening skills. 

• Ability to work as an integral part of a team. 

• Respects and values a diverse culture. 

• Works well with others and has a positive and helpful attitude, especially in times of 
high intensity. 

• Ability to maintain confidentiality. 
 
Primary Functions and Major Activities 

• Develop and implement a comprehensive school-year calendar for children and youth 
faith formation program, broadly integrating elements of music, liturgy, parental 
involvement, service, Liturgy of the Word, and broader parish events with a focus on 
“Family Life” and whole-family catechesis.  

• With the Department Director, communicate regularly and accurately with families 
and reach out to new families joining the parish using Basilica communication 
vehicles, including website, bulletin, e-news, and social digital channels, to articulate 
the parish's philosophy and theology underlying the program, provide additional 
enrichment resources, notify parents in a timely manner about program and event 
information, positioning our programs and parish as a warm, active, and robust 
resource for Catholic family life. 

• Work with the department administrative support, as they are available, for the 
scheduling, database entry, invoicing, facilities and equipment needed for all 
programming and activities. Work with the Safe Environment Coordinator to ensure 
all Archdiocesan requirements are met for volunteer catechists, classroom curriculum, 
and student Personal Safety Lessons. 

• Active and collegial inter-department partnership with other staff colleagues 
including, but not limited to, participation at department, cross-ministry team, and 
staff meetings/retreats, attending annual archdiocesan ministry days and other 
ministry-related workshops, or ongoing spiritual formation opportunities. 

 

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

Compensation and Benefits 

The wage range for this position is $23 - $24 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 send your resume to Taylor Liles, tliles@mary.org. Cover letters are strongly 
encouraged but not required for consideration for the position.  
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