
Job Description 
Coordinator of Ministries & Administration 

St. Elizabeth Ann Seton Church, Hiawatha, IA 
 
 
Parish Mission Statement: Inspired by the Holy Spirit and the loving service of St. Elizabeth 
Ann Seton, we strive to be a spirit-filled community of disciples in the Catholic tradition. We will 
be known for service to individuals, family and society through hospitality, education and acts of 
charity 
 
Why do we exist: To bring people into a growing relationship with Jesus Christ. 
 
Position Summary: The Coordinator of Ministries & Administration is a member of the 
support services team of the parish has specific responsibilities to general office and 
stewardship activities at St. Elizabeth Ann Seton. This is a twelve month position. It is a 
salary position averaging 40 hours per week. The Pastor serves as the supervisor for the 
Coordinator of Ministries & Administration. 
 
General Description 
The Coordinator of Ministries & Administration is growing in a relationship with Jesus 
Christ. He/she is someone who demonstrates continued growth in The Four 
Characteristics of a Disciple: Pray, Learn, Share and Witness.  He/she shares faith, serves 
the community and expresses the love of God and neighbor through ministry. The 
Coordinator of Ministries & Administration is an integral member of the parish staff and 
shares in the responsibilities of the parish community to bring people into a growing 
relationship with Jesus Christ. 
 
Duties and Responsibilities: 
1.  General Administrative and Office Management 
 a.  Provide supervision of support services team.  
 b.  Provide administrative and purchasing support to ministry staff. 
 c.  Manage technology needs. 
 d.  Collaborate with the Archdiocese for training and general support of staff. 
 e.  Manage maintenance of and training on church database software. 
2.  Financial – in collaboration with the bookkeeper 

a.  Supervise bookkeeper on all payroll, banking, tithing and tax related matters, 
as well as the overall financial record keeping for the parish. 
b.  Oversee the management of parish fund drives. 
c.  Collaborate with the Archdiocese as needed. 
d.  Assist in preparing annual financial reports for the Archdiocese. 

3.  Human Resources – in collaboration with the bookkeeper and office manager 
 a.  Maintain personnel records. 
 b.  Prepare yearly job agreements for parish employees. 
 c.  Oversee administration of employee benefits and vacation. 
4.  Facility Management 
 a.  Maintain long-term facility strategic planning and budgeting. 



 b.  Provide supervision of maintenance staff. 
5.  Committees 

a.  Attend office staff meetings, and Pastoral Council and Finance Council 
meetings as requested by the pastor. 

 b.  Attend Archdiocesan Business Manager meetings. 
6.  Coordinate “Time and Talent” Opportunities for Parishioners 

a. Assist new parish members towards immediate involvement in parish. 
b. Work to recruit parish members to various ministries and needs. 
c. Maintain “Time and Talent” info in the parish database (working with the Office 

Manager) and generate reports when needed.  
d. Work closely with parish staff to involve more parish members. 
e. Assist with new member registration. 
f. Individual discernment. 
g. Lead group registration and new member welcome events. 
h. Create, facilitate and expand ministry opportunities related to the mission of the 

parish. 
7.  Scheduling Stewardship Opportunities and Ministries 

a. Publicize needs and opportunities to serve our parish in weekly bulletin, 
newsletter, website and other parish media. 

b. Prepare regular schedules for liturgical ministries, cleaning crews, lawn mowing 
and snow removal. 

c. Arrange for training of parish members to be successful in their giving of “Time 
and Talent” ministries. 

8.  General 
a.  Act as “point person” for inquiries on parish business and administrative 
matters, making appropriate referrals as needed.   
b.  Be a catalyst for good cooperation and business relationships among all parish 
entities, staff, committees and parishioners. 
c.  Maintain spiritual influence and presence in overall administrative activities of 
the parish. 
d.  Perform other duties as assigned. 

 
Position Specifications/Requirements: 
1.  Skills, Knowledge and/or Abilities 

a. Excellent public relations and service skills. 
b. Effective written and oral communication skills including use of e-mail and 

appropriate social media. 
c. Strong organizational abilities to work with others, direct projects and conduct 

workshops. 
2.  Catholic and active member at St. Elizabeth Ann Seton parish is highly preferred. 
3.   Education 

a. Bachelor’s degree preferred. 
b. Knowledge or willingness to become thoroughly familiar with principles of 

Catholic stewardship. 
c. Experience with Microsoft Office products, knowledge of database type software 

and other services such as Sign-up.com, Planning Center, Google docs, etc. 



 
General Requirements: 
1.   Ability to work in an organized and efficient manner. 
2.   Ability to manage multiple priorities and maintain deadlines. 
 
Competencies 

 Exhibits SEAS Core Values 
 Sacrificial Stewardship (Self Aware/Responsible) 
 Authentic Hospitality (Vulnerable) 
 Growing Disciples (Always Growing) 

 Builds Relationships 
 Develops and leverages effective working relationships with other members 

of St. Elizabeth Ann Seton Staff as well as ministers and church members. 
 Acts with respect toward others. 
 Gains acceptance by understanding the viewpoints of others and seeking 

“win/win” solutions. 
 Communicates Effectively 

 Provides clear, consistent and timely communications. 
 Gives compelling reasons for ideas and recommendations. 

 Strategic Focus 
 Translates St. Elizabeth Ann Seton vision into clear and effective plans. 

o A focus on an engaging and welcoming Sunday experience.  
o “Meets people where they are.” 
o Investing resources into discipleship.   

 Delivers Results 
 Develops and consistently executes performance objectives. 
 Can be counted on to achieve goals successfully.  
 Consistently performs and adds value. 

 Leads Effectively-if applicable 
 Assesses and fills positions with qualified individuals. 
 Sets clear and measurable goals, coaches individuals to do the same. 
 Supports, appreciates and monitors progress and results; provides ongoing 

performance feedback. 
 
The buzz about this person will sound like this: (we’ll call him or her “Sam”) (Some 
of these points may not apply to your current position, yet may help you to better 
understand our culture.) 

1. Sam’s driven by relationships, not by performance, and has created a tribe that 
serves with excellence. 

2. Sam’s very trained, but humbly seeks what God is currently doing at St. Elizabeth 
Ann Seton. 

3. Sam’s not just a worship leader, Sam is a worship MINISTRY leader. 



4. Sam may (or may not) be the most creative person, but is able to LEAD the 
creatives. 

5. Sam thinks like a high-level manager; always thinking ahead, taking care of 
details, and leading people. 

6. Sam’s able to administrate: either detail oriented or people oriented and able to 
manage projects efficiently. 

7. Sam doesn’t feel like it’s necessary to be good at everything, but rather is great at 
getting the best from the teams. 

8. Sam hates “silos” and loves teaming up with people to get something done. 
9. Even though Sam is really talented, it’s clear that Sam is a true shepherd. 
10. Sam is so teachable, and though Sam has plenty to be proud about, Sam is just the 

most approachable and unpretentious person. 
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