(PARISH NAME)
SAMPLE
         SAMPLE
Position Profile


	Title:
	
	
	Incumbent:  
	

	Reports to:
	Pastor

	
	

	Approved by:
	
	Pastor
	
	Incumbent Signature:

	
	
	
	
	Anniversary Date:
	

	
	
	
	
	Revision Date:
	



OBJECTIVE:  
To serve the (Parish, School, Catholic Community of __________, etc) by providing (ministerial , administrative, maintenance, etc.) support to the pastor in accordance with established norms of ______________duties and responsibilities assigned by the Pastor.
I. RESPONSIBILITIES:

The following responsibilities are defined but not limited to:

       A.   

       B.   

       C.     (etc)
II. QUALIFICATIONS: 
       A.  

       B.   

       C.   

       D.    (etc)

Education:   (Example: H.S. diploma or G.E.D., Accounting Degree, etc)
Experience: (Example: 5 years experience in ________________ or related field) 
III. COMPETENCIES:  
   (Examples: 

· Excellent (communicative, computer, maintenance, etc) skills
· Ability to view this position as a ministry to the people of ___________ parish

· Must be able to lift heavy objects

· (etc.)
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