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Position Description 
 

Revised: June 7, 2021 

 
      OUTREACH MINISTRY 
 

I. POSITION IDENTIFICATION 
 

Hours: Average 35 hours per week, 12 months per year (officed at Cathedral of the Holy Trinity) 

Benefits:  
FLSA Designation: Salary  
Reports to: Pastor  
Direct Reports: none    
Receives work direction from: Pastor 
Provides work direction to: Volunteers, Extraordinary Ministers of Holy Communion to the 
homebound 
Resource to: Pastor, priests, parishioners, homebound, long term care residents, families, parish 
staff 

 
II. PRIMARY PURPOSE OF THE POSITION: 
 

Liaison to parishioners separated from parish worship by disability, illness, aging, or caregiving to help 
them stay connected; assist families through grief and loss, funeral planning and arrangements for 
funeral services; arrange for Masses and other prayer services in area care facilities. 

 
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 during parish office hours, except for times when job responsibilities 
require that these duties be carried out at other times. 
Recognizes situations requiring additional effort and responds appropriately.  Contributes extra 
time when necessary.  Provides an example of punctuality and attendance.  Ensures that all is 
taken care of and ready. 

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

C. Articulates and supports the mission and goals of the Holy Cross Area Faith 
               Community. * 

1. Is able to explain how the mission and goals are carried out in the area of  
     outreach ministry. * 
2. Serves as a resource to the pastor on issues of outreach ministry. * 
 

 



 D. Identify, contact and communicate with parishioners separated from parish worship by 
                 disability, aging, illness, or care-giving to help them stay connected through prayer, visits  
                  and the Holy Eucharist. 

       1. Visit homebound and hospitalized parishioners to bring the Holy Eucharist, bulletins, 
parish/AFC news, and a connection to the church community. 

        2. Communicate pastoral needs of home bound or ill parishioners to priests (i.e., for 
anointing, reconciliation, or other pastoral care.) 

        3. Distribute prayer shawls/comfort shawls to hospice and ill parishioners. 
        4. Offer resources and support to family members who are having a difficult time with illness, 

death and dying of a loved one, life changes/ challenges, or needing resource information.  
Provide information for all persons as needed. 

        5. Keep an updated list of all parishioners who are residing in care facilities, home bound, in 
Hospice care, and whether and when they have been anointed. 

              6. Provide pastor with current information regarding parishioners who are “in transition”. 
   7. Maintain communication with all care facility contact persons and offer Outreach   
                  Ministry services for new Catholic residents.  
   8. Provide members of the Prayer Ministry with updated prayer requests regularly. 

        
E. Support, assist, and be present to families in grief and/or loss, through funeral planning, offering  
    death and dying resources, and follow-up visits to console and comfort. 

1.  Meet with families to plan funeral Mass or services at the funeral home.  
2.  Secure the date, place and time for the funeral; prepare outline for the Mass or 
     service, and make arrangements as needed.  
3.  Provide support through visits, phone calls or notes of encouragement to bereaved  

                             spouse or families as needed.  Send notes of condolences and support to families  
                             experiencing deaths or life challenges.      

  4.  Maintain log of all deceased and next of kin contact information for the  
                             annual Memorial Mass.  Help to plan the AFC Memorial Mass. 
  5.  Record deaths and burials in parish records.  

  6.  Orient new priests regarding HCAFC funeral protocols. 

  7.  Annually update funeral planning materials, and other resource materials for use  
                              with families in the HCAFC. 
  8.   Provide funeral “pre-planning” information and assistance for parishioners of HCAFC. 

 
F.  Recruit and train volunteers, and provide materials and resources for outreach volunteers. 
     Communicate information about community services as requested. 

  1. Recruit, train, schedule and support volunteers for Rosary and Holy Communion  
                            ministries at care facilities, hospital and for home bound, as needed. 

  2. Coordinate recognition events for Outreach volunteers as directed by Pastor. 
3. Maintain open communication with care facilities regarding the needs of residents, 
    scheduling of in-house Masses, Sacraments of Reconciliation and Anointing of the Sick,  
    Holy Communion services and rosaries. 
4. Maintain open communication with pastor regarding needs related to outreach ministry. 
5. Update HCAFC website information for “Outreach Ministry”. 
6. Provide current “Community Services Guide” to parishioners as needed or requested. 
 

       G. Additional responsibilities as assigned by Pastor.  
   1. Check and re-stock first aid kits at Cathedral of the Holy Trinity and offices. 

2. Update lists in the Emergency Procedure book as needed to keep information current. 
3. Other tasks as directed by the pastor. 

 
 
 
 
 



V. POSITION QUALIFICATIONS 
 

A.  Active, practicing Catholic in full communion with the Catholic Church. 
B.  Solid knowledge of the teaching of the Catholic Church who models the Church's  
     teachings in faith and morals.  
C. Background or experience in public health, social services, behavioral sciences, pastoral ministry,  
     or related field.  
D. Independent worker and thinker. Ability to work without direct supervision.  
E. Strong communication skills with ability to relate to persons of all ages. 
F.  Good leadership and organizational skills. 
G. Sound working knowledge of computers and programs including Word, Outlook, etc.  
H. Successful completion of background checks and diocesan Virtus training and  
     ongoing updates for Safe Environment compliance.  
I.  Ability to work flexible hours including evenings and weekends. 
J. Possession of a valid driver’s license, have access to and ability to drive a car. 
K. Respect for privacy and confidentiality. 

 
    All position qualifications must be clearly demonstrable to the employer. 
 

VI. MENTAL DEMANDS 
 
 A. Leads a life demonstrative of Christian values. 
 B. Works well with others.  Fosters a collaborative work environment. 
 C. Provides clear and understandable direction to volunteers and others involved in church 

     ministry. 
D. Exercises solid leadership skills and sound, proficient judgement in overseeing activities,  
     especially in resolving difficult situations that might arise. 
E. Exhibits organization, dependability and cooperativeness. 
F. Demonstrates continued growth in the knowledge and application of Church teaching and  
    the mission of the HCAFC. 
G. Remains calm and patient in stressful situations. 
H. Demonstrates openness and honesty in communicating with others, while exercising discretion 
     in confidential matters. 
I. Understands different points of view in practical affairs and works toward consensus. 
J. Demonstrates strong organizational and administrative skills. 
 

VII. PHYSICAL DEMANDS 
 
 A. Observes regular work hours.  Shows up early for events requiring preparation and on 
                time for other scheduled events. 
 B. Works weekends, evenings and longer work days when required, to complete with work. 
 C. Able to sit, stand, walk, walk up and down steps, drive in all types of weather, get in and out 
                of a vehicle to make visits to homes and facilities. 
 D. Sees, hears and speaks well enough to competently give presentations and engage in  
                 conversations. 
 E. Writes with the hand and takes notes. 
 F. Uses the telephone, cell phone and computer to send and receive calls and messages. 
 G. Operates a computer including use of a keyboard for hours at a time. 
 H. Lifts office materials and resources up to 25 pounds using proper lifting techniques.  


