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Job Description

Revised: January 13, 2012

TEMPORARY
COORDINATOR OF PASTORAL JUVENIL / 
HISPANIC YOUTH AND YOUNG ADULT MINISTRY 


I. POSITION IDENTIFICATION

A. Hours: 40+ hours per week, 12 months per year
B. Benefits: Full benefits
C. FLSA designation: Exempt – Learned Professional
D. Reports to: Director of the Office of Hispanic Ministry
E. Direct Reports: None
F. Receives work direction from: Bishop, Vicar General, Coordinator of Staff, Pastors of designated parishes, Director of the Office of Youth Ministry, Director of the Office of Vocations
G. Provides work direction to: Parish and Area Faith Community Hispanic Ministers, Parish Hispanic Ministry Committees, Parish/AFC Youth Ministers and Religious Education Directors in designated parishes
H. Resource person to: Bishop, Office of Religious Education and Adult Faith Formation, Office of Youth Ministry, Office of Worship, other diocesan offices, Hispanic Ministry Coordinating Committee, Pastors and Pastoral Administrators, Parish/AFC Religious Education Coordinators, and Youth Ministers

II. PRIMARY PURPOSE OF THIS POSITION

The Coordinator of Pastoral Juvenil/Hispanic Youth and Young Adult Ministry responds to the spiritual and social needs of the Hispanic/Latino Catholic youth and young adults in the diocese, and especially in designated parishes/area faith communities.  The Coordinator of Pastoral Juvenil serves Latino students in grades 7-12 and young Latino adults through direct contact and through training parish volunteers for work with youth. The Coordinator of Pastoral Juvenil develops and coordinates Latino youth activities in the parish, area faith community and the diocese.

III. CHURCH EMPLOYMENT RESPONSIBILITIES*

Employment in and by the Catholic Church is substantially different from secular employment. Church employees must conduct themselves in a manner which is consistent with and supportive of the mission and purpose of the Church and the Diocese of New Ulm. Their public behavior must not violate the faith, morals or laws of the Church, such that it can embarrass the Church or give rise to scandal. It is required that the employee filling this position be an active, practicing Catholic in full communion with the Roman Catholic Church.

IV. REPRESENTATIVE RESPONSIBILITIES

	A.  Present where needed, and ready to work as needed to meet responsibilities.*
Is present and working in parishes and for the diocese during regular hours of the Catholic Pastoral Center, which can be adjusted according to the plan developed for Hispanic Youth and Young Adult Ministry.  Recognizes situations requiring additional effort and responds appropriately. Contributes extra time when necessary.  Provides an example of punctuality and attendance. Generally ensures that all is taken care of and ready.

B. Helps create a productive and harmonious work environment.*
Promotes good morale, adequate communication and cooperative teamwork.

C. Coordinates Hispanic youth ministry for the diocese
1. Supports and is able to explain the mission, priorities, and goals of the diocese.*
2. Understands, supports and promotes the diocesan Plan for Hispanic Ministry, and the portions of the current Plan for Parishes related to Hispanic Ministry.*
3. Knows the National Pastoral Plan for Hispanic Ministry and the Renewing the Vision: Framework for Catholic Youth Ministry and implements their guidelines as appropriate in the diocese. Keeps current with national developments and trends in Pastoral Juvenil and youth ministry.*
4. Identifies and prioritizes the needs of the Hispanic youth and young adults of the diocese through lived experience ministering to them. Under the direction of the director of Hispanic Ministry, creates and carries out a yearly general plan with specific goals and objectives.*
5. Plans, programs, implements and evaluates Hispanic youth and young adult ministry under the direction of the director of the Office of Hispanic Ministry, and in coordination with the Hispanic Ministry Coordinating Committee, the Office of Youth Ministry, and parish/AFC Religious Education Coordinators and Youth Ministers.*
6. Maintains records of Hispanic youth ministry activities in the diocese.*
7. Serves as an ex officio member of the Hispanic Ministry Coordinating Committee.  
8. Provides for and maintains appropriate Hispanic Ministry resources for staff and parish use.*
9. Monitors the line items on the Hispanic Ministry budget pertaining to Pastoral Juvenil. Provides input to the preparation of the Hispanic Ministry budget under the direction of the Director of the Office of Hispanic Ministry.*
10. Communicates regarding the plans, developments, and activities of Hispanic youth ministry with the Director of the Office of Youth Ministry. Supports and participates in specific events of the Office of Youth Ministry, such as the annual Junior High Rally and the annual Senior High Rally.*
11. Plans and coordinates an annual diocesan Hispanic youth retreat.*
12. Facilitates participation of Hispanic youth and young adults in areas of service in the parish, area faith community, local community, diocese, and world—especially in the areas of social concerns and community worship.*
13. Plans, programs, and implements Quinceañera retreats in conjunction with the Office of Hispanic Ministry.*
14. Promotes priestly, religious, and lay vocations to Hispanic youth in the diocese under the direction of the Director of the Office of Vocations.*
D.  Provides leadership and support for designated parish (and area) Hispanic Ministry
1. Carries out Hispanic youth ministry specifically in designated collaborating parishes (and their area faith communities): St. Mary, Willmar; St. Philip, Litchfield; and St. Pius X, Glencoe.*
2. Relates to Hispanic youth intimately through lived experience of their language and culture. Spends sufficient time with the youth to develop rapport, understand their needs, and appreciate their values. Feels at home in the Hispanic community and identifies with it.*
3. Formulates and presents to the parish/AFC a total vision of Pastoral Juvenil as well as specific goals and objectives at appropriate times and places.*
4. Meets regularly with pastoral leaders and staff members such as Religious Education Coordinators and Youth Ministers to collaborate with them and provides them with progress reports.*
5. Selects and trains youth leaders to help develop and support Hispanic youth ministry programs and activities at the parish and diocesan level.*
6. Recruits and trains capable adult volunteers to help with and support youth programs and activities.*
7. Fosters spiritual growth of Hispanic youth by creating opportunities for prayer experiences and liturgies.*
8. Participates in parish liturgies and other appropriate parish/AFC events where Hispanic youth and young adults are present.*
9. Collaborates in implementing parish/AFC religious education, Confirmation, and RCIA programs in which Latino youth and young adults participate.*
10. Participates in parish staff/area faith community meetings as well as AFC administrative council meetings when appropriate.*
11. Becomes familiar with local school/educational systems and attends extracurricular activities at various schools when appropriate.*
12. Communicates with public and Catholic school administrators and/or personnel about Hispanic youth ministry as appropriate.*
13. Becomes acquainted with and follows office procedures and personnel policies in designated parishes or area faith communities to the extent that work circumstances require it.*

E. Participates in fulfilling the goals of the diocesan curia and designated parishes
1. Maintains a well organized work area, knowing that other parish/area employees also utilize that same space during different office hours.*
2. Attends monthly diocesan staff meetings and other functions as required, including Days of Reflection held periodically.*
3. Fulfills other duties as assigned by the Bishop, Vicar General, Coordinator of Staff, or Director of the Office of Hispanic Ministry.*

The responsibilities above that are followed by an asterisk (“*”) are considered essential functions of this position.



The responsibilities listed above describe the general nature and level of work performed by the person assigned to this position. The list is not intended to be exhaustive of the responsibilities and qualifications required for the position. More detailed listings of duties and tasks may be found in supplemental documents, including the diocesan Personnel Policy Manual.


V. POSITION QUALIFICATIONS

A. An active, practicing Catholic in full communion with the Catholic Church.
B. Comprehensive knowledge of the Catholic Church’s teachings. 
C. Comprehensive knowledge of Hispanic Ministry in the United States as evidenced by familiarity of the USCCB’s documents on Hispanic Ministry.
D. Bachelor’s or Master’s degree in theology, pastoral ministry, or a related field preferred.
E. Pastoral experience working with Latino youth and young adults.
F. A lay Hispanic who is intimately familiar with both Hispanic and American culture.
G. Spoken and written fluency in the English and Spanish languages.
H. Strong communication skills, including excellent listening skills, and ability to relate well with others in person and on the telephone.
I. Working knowledge of Microsoft Word and Microsoft Outlook, or a demonstrated ability to quickly learn to use each of these programs.
J. Ability to drive a car and possession of a valid driver’s license. Possession and use of one’s own means of transportation with reimbursement for mileage according to diocesan norms.
K. Successful completion of required background checks.
L. Successful completion of the VIRTUS safe environment training within 60 days of hire date, and subsequent online training.
M. Amenable to continuing education as required or requested.


VI. MENTAL REQUIREMENTS

A. Demonstrates initiative, self motivation and resourcefulness. Can effectively execute job responsibilities in the absence of an onsite supervisor while taking work direction from others.
B. Works well with others. Promotes collaboration with a variety of people holding different positions inside and outside the Church. Ministers effectively within parish/area faith community structures and the larger Church community.
C. Exhibits clarity of thought and judgment. Understands the principles of Catholic Church teaching and seeks to apply them in ministry.
D. Understands different techniques of leadership development, such as consensus formation, decision making, conflict resolution, and group dynamics and practices used in group facilitation.
E. Is able to utilize relational skills and techniques to foster community with youth.
F. Assesses and utilizes family, social, cultural, and global trends in developing a ministry with youth.
G. Possesses strong organizational and administrative skills.
H. Remains calm and patient in stressful situations.
I. Demonstrates openness and honesty in communicating with others, while exercising discretion in confidential matters.
J. Leads a life demonstrative of Christian values.


VII. PHYSICAL REQUIREMENTS

A. Sits, stands, walks, and walks up and down steps.
B. Sees, hears, and speaks well enough to competently give presentations, lead group discussions, and engage in personal conversations.
C. Uses the telephone to send and receive calls.
D. Operates a computer, including use of the keyboard.
E. Lifts office and curriculum materials up to 10 pounds.
F. Drives a car for hours at a time to minister in all designated parishes in a timely way.
G. Is available for evening and weekend work, including longer work days, when required.


VIII. SIGNATURES

A. Employee. I have reviewed this job description and agree that it is an accurate representation of the responsibilities of my position. I understand that as the organization’s needs change, my job description will also change. I also understand that this is a temporary position that might end in three years with the termination of the grant that supports it.


Signature: ___________________________________________  Date: ______________

	
		Date of Hire: ______________


B. Supervisor. I have reviewed this job description and agree that it is an accurate representation of the responsibilities performed in this position.

	
Signature: ___________________________________________  Date: ______________
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