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The Church of the Epiphany 
1900 111th Avenue NW. 

Coon Rapids, Minnesota 55433 
 

Position Description 
 

Position Title: Coordinator of High School Ministry Date:  October 1, 2021 
Reports To: Coordinator of Youth Ministry       FLSA Status: Non-Exempt - Staff 
Direct Reports: None 
Provides Work Direction To:  None 
Receives Work Direction From:  Coordinator of Youth Ministry 
    
Schedule: Part time 20 hours per week.  Office hours are:  TBD with supervisor 
 
Purpose: To provide opportunities for youth to authentically encounter Christ through a daily lived faith. Provide 

direction to volunteers to help develop the spiritual and formational aspects of the youth’s lives. To 
invite teens to be more engaged in parish life through prayer and worship, community building, and 
outreach experiences.  

 
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. Coordinate and implement high school youth group opportunities with Coordinator of Youth Ministry. 
2. To attend and assist on retreats, outreach, and community building events with the Faith Formation staff. 
3. Partner with the Coordinator of Youth Ministry to provide retreat opportunities for parish youth. 
4. Recruit, train, and supervise all volunteers.  Collaborate with the human resource staff person to make sure 

volunteers have gone through proper training and background checks. 
5. Participate in Faith Formation team meetings as requested by the Pastor or Coordinator of Youth Ministry. 
6. Disciple teens to build up peer ministers. 
7. Perform duties as directed by the pastor or Coordinator of Youth Ministry. 

 
C. *Coordinator of High School Ministry 

1. Be present and ready at catechetical and youth ministry meetings/events. 
2. Attend Archdiocesan sponsored meetings which pertain to this ministry. 
3. Participate in continuing education opportunities. 

 
D. Collaborative Ministry: 

1. Attend parish staff meetings and in-services as requested. 
2. Help create a productive environment where there is harmony, good morale, and cooperative teamwork. 

Collaborate with Epiphany Parish and School staff. 
3. Meet all communication requirements including interpersonal skills with the employees and parish members. 
4. Maintain confidentiality of all work data. 
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E. *Organizational Goals 
1. Must demonstrate the willingness to embrace Parish and School business, strategic and ministerial objectives, 

and show full cooperation with their implementation. 
 
F. 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 
3 years full time parish experience at this level or equivalent. 
Ability to develop, implement, and evaluate youth ministry programs. 
Ability to recruit, train, and supervise volunteers. 
Computer literacy. 
Demonstrated skills and ability to provide clear and accurate communication. 
Ability to handle multiple demands of time and able to manage various projects at once. 
Ability to maintain confidentiality. 
Ability to collaborate and work well with staff, volunteers, teens, and parents. 
Experience discipling youth and volunteers. 
Sense of humor. 
 
Mental Demands 
Ability to work independently. 
Ability to work well with people and in a team setting. 
Ability to maintain confidentially, integrity. 
Must have the ability to plan, organize and meet deadlines. 
Ability to handle multiple demands of your time and be able to manage many projects at once. 
Ability to work 20 hrs per week. 
 
Physical Demands 
Able to move around a room for long periods of time. 
Able to speak, see, hear, and respond to parishioners at all times. 
Lift and carry up to 20 pounds using proper lifting and carrying techniques. 
Ability to walk up and down one flight of stairs. 
 
 
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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