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Church of the Epiphany 
1900 111th Avenue NW 

Coon Rapids, Minnesota 55433 
Position Description 

 
Position Title: Hospitality and Outreach Coordinator Date:  July 1, 2021 
Reports To: Director of Hospitality and Catering FLSA Status: Non-Exempt - Staff 
Direct Reports: None 
Provides Work Direction To:  Volunteers 
Receives Work Direction From:  Director of Hospitality and Catering 
    

Schedule: 20 hours weekly or as assigned by supervisor, no benefits.  It is a 12 month position.  Work schedule to 
follow that is set by the Hospitality Director. 

 
Purpose: To coordinate hospitality for special events of the parish and the school. Responsible for supporting the 

gift card and basket program to assist parishioners with their needs.  
 
General Responsibilities 
*Employment in and by the Church is substantially different from secular employment.  Church employees must conduct 
themselves in a manner 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 Archdiocese, such that it can embarrass the Church or 
give rise to scandal.  It is required that this employee be an active, participating Roman Catholic.     
 
Representative Responsibilities: 
A. * To be present where needed  

1. Ready to work as needed to meet responsibilities.  Includes recognizing when situations require more effort, 
seeking approval to put in more time if needed, satisfying responsibilities in a timely manner, providing an 
example of punctuality and attendance and generally ensuring all is ready and taken care of. 

 
B. *Major Position Responsibilities 

1. Assist with high quality, scheduled food preparation. 
2. Provide friendly meal service for students, parents, staff, and parishioners.  
3. Assist with cleanup. 
4. Comply with all state Department of Health regulations. 
5. Demonstrate competency in doing the work of other staff members as delegated. 
6. Ability to be organized and meet deadlines. 
7. Participate in appropriate in-service meetings, training. 
8. Understand and fulfill all aspects of the employee and school handbooks. 
9. Assist with School and Parish activities.  

 
Hospitality  
C. *Position Responsibilities 

1. Compile a yearly (seasonal) schedule of parish groups and ministries to serve coffee and donuts for weekends. 
2. Place appropriate donut order in a timely manner 
3. Assist in preparation of a scheduled funeral luncheon. 
4. Contact the family with menu, estimated size, and billing for funeral luncheon. 
5. Coordinating volunteers/teams for serving funeral luncheons. 
6. Coordinating school and staff breakfasts for special occasions during the year. 
7. Coordinating hospitality for evening ministries. 

 
D.  *Daily Responsibilities 

1. Prepare and serve quality food per funeral and ministry schedules. 
2. Prepare food that meets state standards for quality, quantity served and food groups. 
3. Assist with cleanup. 
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Outreach 
E. *Position Responsibilities 

1. Organize and recognize families from Epiphany parish in need. 
2. Collecting gift cards and monetary gifts from donors within our parish.  
3. Document and track donors gifts and recipients. 
4. Communication in parish publications for gift cards or monetary gifts when running low. 
5. Organize Thanksgiving food basket, including grocery gift card along with themed extras at donor requests.   
6. Organize Christmas basket, including grocery gift card as well has variety of store gift cards for families to 

purchase gifts.  
7. Organize Easter basket, including grocery gift cards and purchased Easter themed items.  

  
F. *Professional Responsibilities 

1. Demonstrate enthusiasm for your job responsibilities. 
2. Engage in opportunities to grow spiritually and in your role. 
3. Attend all in-service training, workshops and meetings required. 
4. Handle conflicts and problems in a direct, peaceful and respectful manner. 
5. Maintain confidentiality regarding parish, student and staff information. 
6. Dress in a manner that is professional and appropriate for Epiphany Catholic School and kitchen.   
7. Be familiar with the school crisis plan and its implementation. 

 
G. *Organizational Goals 

1. Must demonstrate the willingness to embrace Parish and School business, strategic and ministerial   
2. Objectives, and show full cooperation with their implementation. 

 
H. Other Responsibilities 

Includes other responsibilities identified as needed by the employee and approved and/or assigned by the 
supervisor. 

 
The responsibilities listed above are representative responsibilities intended to describe the general nature and level of 
work performed by the staff member assigned to this position.  It is not intended to be an exhaustive list of 
responsibilities required of the position.  Assigned responsibilities may change, as the Community’s needs change. 
 
Responsibilities identified with an “*” are essential functions of the job. 
Job Qualifications 
Possess a minimum education and training: High School diploma or equivalency and experience in the food service 
industry. Culinary education is preferred, but not required. 
Exhibit competence in food preparation and cooking/baking for quantity meals. 
Possess knowledge of state and federal health regulations. 
Demonstrate respect for students, parents, staff, and co-workers. 
Possess the physical abilities to prepare and serve food and appropriately clean the kitchen area. 
Keep supervisor appropriately informed.  
Maintain confidences. 
 
Mental Demands 
Demonstrate evidence of effective management and organizational skills. 
Work cooperatively and collegially with kitchen, school and parish staff, keeping a positive and helpful attitude in chaotic 
times. 
Be knowledgeable and supportive of the parish and school mission. 
Communicate and work with, teachers, staff, administration, parish and community groups using the cafeteria and 
kitchen. 
Keep supervisor appropriately informed. 
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Physical Demands 
Stand and walk for 2.5 hours per day 
Bend and kneel for 2.5 hours per day 
Lift up to 50 pounds independently and complete repetitive physical motions as necessary. 
 
 
EMPLOYEE:  I have reviewed this job description and agree it is an accurate representation of the responsibilities of 
my job.  I understand that as an organization’s needs change, my job description will change. 
 
____________________________________    ________________ 
Signature of Employee       Date 
 
SUPERVISOR:  I have reviewed this job description and agree that it is an accurate representation of the 
responsibilities performed in this capacity. 
 
_______________________________________   ________________ 
Signature of Supervisor       Date 
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