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Adult Faith Formation Specialist
Job Description

Hours: As required by the position; an average of 40 hours per week is expected.  Some weekend and evening work may be required.  

Job Classification: Regular Full-time; Exempt

Vacation benefits: Vacation days are described in the Parish Human Resource Manual.

Supervisor:  Director of Evangelization

Position Summary: Develops and executes programs, groups and events to meet parish needs as it relates to Adult Faith Formation; conduct adult education “needs assessments” and program evaluations in the parish; formulate goals, objectives and strategies addressing parish needs for adults.  Stay informed of new initiatives in the greater Church. Develop and collaborate with staff and support persons to utilize social media and contemporary means of communications to promote adult faith formation opportunities.

Typical Duties:
· Develop and coordinate small groups amongst all ranges of the Evangelization spectrum.
· Supervise, coordinate and/or direct religious education programs for adults including but not limited to: scripture studies and talks by guest speakers.  Refer people as needed to other groups or ministers, ordained or lay.  Research topics and approaches and make recommendations to the Director of Evangelization as deemed necessary.
· Serve as a resource person for groups within the parish such as the Seton Small Groups, Knights of Columbus, Women’s Club, and Stewardship Committee, concerning Adult Faith Formation materials and opportunities.
· Collaborate with the Office of Catechesis of the Diocese of Lafayette-in-Indiana when applicable.  
· Facilitate the Seton Adult Faith Formation Strategy Group.  Identify and help develop new facilitators and ministry leaders.
· Serve as an instructor for a Catechist Formation as needed.
· Coordinate Adult Confirmation classes once a year, including advertising, scheduling, and identifying facilitators, meeting with confirmands, processing paperwork, and teaching as needed.  
· Participate in religious retreats and continuing education programs as requested.  Participate in appropriate Professional/Leadership offerings, when possible. 
· Develop and annual budget for Adult Faith Formation, including CRHP, RCIA, Marriage Ministry, Momentum, Courageous and TMIY and monitor on a regular basis.
· Coordinate website and social media communications for Adult Faith Formation including submitting content.  As time permits, prepare or request others to write regular bulletin entries and supervise preparation of other communications by volunteers as necessary, i.e.  bulletin ads, posters, flyers and other promotional materials for Adult Faith Formation sponsored programs.
· Support Clergy in their Adult Faith Formation presentations to adults in the parish, including researching, summarizing and promoting events.  
· Assess interest to determine if a need exists for retreats, days of reflection or weeks of prayer.  Identify, schedule and oversee promotion and registration for Adult Faith Formation events deemed appropriate in collaboration with, the Director of Evangelization and other staff.       
· Supervise volunteer(s) maintaining library of adult religious education materials.
· Supervise subscription, promotion and delivery of digital resources including Formed.org and Word on Fire Digital.
· Utilize and supervise use of teleconferencing tools, such as Zoom, for Adult Faith Formation offerings such as Bible studies and small groups. 
· Serve as staff representative to “That Man is You”, Courageous, and Momentum.
· Lead the Rite of Christian Initiation of Adults (RCIA) as coordinator of the team effort and responsible for communications, scheduling and promotions.  


Required Skills/Qualifications: 
· Bachelor's Degree or equivalent in Theology or related field preferred and/or 4 or more years of ministry related experience. 
· Strong supervisory, administrative, organizational leadership and program planning experience required. Experience working in a parish.
· Knowledge of all Microsoft Office products, computer operation and software applications.
· Excellent multi-tasking skills and ability to work under pressure and meet deadlines; effectively solve problems.
· Excellent written and verbal communication skills are a must.
· Must be willing to occasionally work evenings, weekends when necessary

General Performance Expectation:
In addition to those outlined in the Position Summary: 
· Is a practicing Catholic and able to participate fully in the practice of the Roman Catholic Faith. 
· Maintain confidentiality in all parish matters. 
· Adhere to parish and diocesan policies and procedures. 
· Work as a team member; cultivate and maintain effective working relationships with staff, co-workers, leadership, and work with volunteers as necessary
· Maintain a productive workload/schedule. 
· Wear appropriate professional attire during office hours and conduct oneself as a representative of the parish. 
· [bookmark: _GoBack]Participate in parish staff meetings and formation team meetings.



Perform auxiliary duties for the parish as requested by the Director of Evangelization and Missionary Pastor.

Accepted: 												
Adult Faith Formation Specialist			Date


Accepted: 																Director of Evangelization			Date
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