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The Church of the Epiphany 
1900 111th Avenue NW. 

Coon Rapids, Minnesota 55433 
 

Position Description 
 

Position Title: Director of Faith Formation Date:  July 1, 2026 
Reports To: Parish Administrator FLSA Status: Exempt – Executive Exemption 
Direct Reports: Faith Formation Staff 
Provides Work Direction To:  Faith Formation Staff 
Receives Work Direction From:  Pastor and Parish Administrator 
    
Schedule: Full time 40 hours a week with benefits.  
 

 Position Summary: 
The Director of Faith Formation is responsible for the leadership, development, implementation, and evaluation of all 
parish catechetical and faith formation programs for children, youth, and adults. This role oversees the design and 
delivery of faith formation opportunities that support lifelong discipleship, sacramental preparation, evangelization, and 
ongoing spiritual growth within the parish community. 

 
The Director recruits, trains, supervises, and supports catechists, volunteers, and ministry leaders, ensuring that all 
programs are faithful to the teachings of the Catholic Church and aligned with diocesan policies and guidelines. Working 
collaboratively with parish staff and volunteers, the Director develops annual ministry goals, manages program schedules 
and resources, coordinates registration and communication processes, and evaluates program effectiveness through 
regular assessment and feedback. 

 
The Director serves as the primary leader for parish catechetical ministries, including religious education, sacramental 
preparation, family faith formation, youth catechesis, and adult faith formation initiatives. Responsibilities include planning 
curriculum, organizing retreats and formation events, maintaining compliance with diocesan safe environment 
requirements, and overseeing budgets related to faith formation ministries. 

 
In partnership with the principal, religion teachers, and school leadership of Epiphany Catholic School, the Director 
supports and coordinates catechetical programs, liturgical celebrations, service opportunities, and faith development 
activities that strengthen the integration of faith and learning for students and families. 

 
The Director collaborates closely with the pastor, clergy, parish staff, and school leaders to promote a culture of 
evangelization and discipleship throughout the parish. This includes fostering engagement in the sacramental life of the 
Church, developing pathways for parishioners to grow in faith, and helping create a welcoming community where the 
Gospel is proclaimed and individuals are formed as active disciples of Jesus Christ. 
 

 
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. 
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B. * Major Position Responsibilities 

1. Responsible for directing the Faith Formation Department and working closely with the parish school and other 
faith educating groups in the parish. 

2. Serve as the main staff resource to address the overall goals and objectives of faith formation in the parish in 
cooperation with the Pastor. 

3. Presence at Faith Formation programs. 
4. Serve as the parish liaison to the archdiocese on faith formation matters. 
5. Collaborate with the school principal to implement the Archdiocesan Protection of Children and Youth 

Initiative. 
6. Collaborate with the Director of Human Resources to ensure compliance with Safe Environment requirements, 

background checks and related Archdiocesan policies.   
7. Assume direct supervisory responsibility for all Faith Formation staff including future staff development. 
8. Develop job descriptions, goals, objectives in conjunction with the Pastor and staff. 
9. Conduct annual performance evaluations with Faith Formation staff. 
10. Oversee and maintain budget for Faith Formation Department. 
11. Participate in parish staff meetings, parish and community events and ongoing professional and spiritual 

formation. 
 
 

C. *Sacramental Formation/Preparation 
1. Responsible for sacramental visioning and policies for the preparation of sacraments, working closely with the 

Pastor, staff, school, and Faith Formation Coordinators. 
2. To oversee the Baptism, First Reconciliation, First Eucharist, Confirmation and Marriage Preparation program (in 

conjunction with the designated Faith Formation Coordinator.) 
3. To oversee the RCIA/OCIA program (in conjunction with the RCIA Coordinator and clergy.) 
4. Work with the coordinators to ensure that all catechists are adequately trained. 
5. Work with the coordinators in the preparation of the calendar for classes and the scheduling of classrooms. 
6. To coordinate the Advent and Lenten parish reconciliation services. 

 
D. *Adult Formation/Education 

1. Develop and implement all formation/educational programming for adults. 
2. To serve as a resource person and staff liaison to all adult formation programming other than already listed 

under Sacramental Formation, which includes seasonal activities, parish mission/retreat, national speakers, bible 
study, etc. 

3. Work with coordinators to communicate program expectations toward a partnership with family participation. 
 

E. * Ministries for Human Formation 
1. Coordinate the team effort of Faith Formation Coordinators and Volunteers for Summer VBS. 
2. Supervise Middle School and High School Youth Ministry Programs. 
3. Supervise and support Marriage Ministry for existing marriages in the parish. 
4. Supervise, support and strengthen Young Adult Ministry. 
5. Supervise, support Family Life initiative in Church and School. 
6. Grow and strengthen Small Group Ministry. 
 

F. * Catholic Identity 
1. Model the Catholic faith for parishioners, staff and visitors. 
2. Model and share the love of Jesus Christ. 
3. Teach the Catholic faith by presence, manners, actions, works and interactions. 
4. Create a Catholic environment. 

 
G. 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. 
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3. Maintain and improve work knowledge and skills. 
4. Meet all communication requirements including interpersonal skills with the employees and parish members. 
5. Maintain confidentiality of all work data. 

 
H. *Organizational Goals 

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

 
I. 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. 
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Job Qualifications 
BA or MA degree (preferred) in religious education or in a related field. 
Five years experience as parish DRE; comparable experience in parish ministry will be considered. 
Commitment to the Mission of Epiphany Church. 
Ability to assess, develop, implement, and evaluate catechetical and ministry programs and initiatives. 
Exhibit excellent collaboration skills and ability to work well with parishioners, staff and volunteers. 
Ability to effectively recruit, train and supervise staff and volunteers. 
Proficiency with common office and communication tools, including email, Microsoft Office and related parish systems. 
Possess strong written and oral communication skills with an ability to present well in a group setting. 
High level of organization and ability to handle multiple demands of time and manage various projects at once. 
The Director of Faith Formation is the catechetical and administrative leader of all catechetical programs and therefore 
must be a practicing Roman Catholic in full communion with the Church. 
 
Mental Demands 
Self-motivated, able to work independently. 
Strong evaluation and problem-solving skills. 
Able to adapt to changing conditions, work under pressure periodically and be flexible. 
Ability to give attention to detail and yet see the big picture. 
Exhibit honesty, trustworthiness and confidentiality. 
Maintain a positive attitude. 
Possess a sense of humor. 
Ability to work 40 hrs per week. 
 
Physical Demands 
Able to move around a room for long periods of time 
Able to speak, hear, see and respond to parishioners at all times 
Lift and carry 30 pounds using proper lifting and carrying techniques 
Ability to walk up and down one flight of stairs 
 
Reporting Relationship 
Reports directly to the Parish Administrator 
Receives direction from the Pastor and Parish Administrator 
Formal performance evaluation will be conducted by the Parish Administrator at least annually 
Informal performance evaluations are ongoing with the Pastor and Parish Administrator 
 
 
 
 
 
 
 
 
 
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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