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Diocese of Joliet__    _____________________
JOB DESCRIPTION DEVELOPMENT FORM

This form can be used by a pastor or hiring committee/board in developing a job description for a religious education professional.   Involving the person or people who may ultimately hold a position in the development of a job description for that position may help maximize that person’s effectiveness in the position.

The focus of a job description should be on the desired results of the position.  Thus, the focus of the of a record keeping responsibility can be addressed in a statement such as “Maintain adequate records for those enrolled in the program,” rather that focus on the activity itself, “ Make records for those enrolled in the program.”

It can be helpful to list the responsibilities of a position in order of their importance, or in the order in which they will command the time of the professional.  Here are some questions on responsibility:
What are the key responsibilities of the position?

What are the goals/targets expected for the tasks of these responsibilities?

What individuals/resources/space will be required to accomplish these tasks?

Will the position require the professional to recruit the individuals or acquire and maintain the resources and space needed for these tasks?

Will the position require the professional to recruit the individuals or acquire and maintain the resources and space needed for these tasks/

Will the position require training of volunteers? How many? Is there a minimum standard for time, content, etc?

A position may require collaboration with other parish professionals, or the supervision of other staff members.  Here are some questions on collaboration/supervision:

What are the general areas of collaboration that can be foreseen at the time of writing the job description?

Who is responsible for initiating the collaborative efforts?  Who will be responsible for the results of the collaboration?

How many staff members are to be supervised within this position? What interaction will be required of the supervisor?

Each parish professional is inevitably responsible to the pastor.

How often will the professional be required to update the pastor in terms of the progress of parish catechesis?

Is there any information the professional will be required to provide the pastor on a regular basis?

In what areas might the professional be asked to serve as a resource to the pastor?

A catechetical professional, regardless of their personal educational and professional background, needs continual updating in the theory and practice of church ministry and networking with other professionals in other parishes and in the Diocese in order to serve in the most effective manner.

Are there groups of professionals in the Diocese within which the professional may find professional support?

Are there professional associations to which the professional should have membership at the expense of the parish?

A professional will work within Diocesan and Parish structures of leadership.

Are there parish committees that require the membership of the professional?

Are there parish meetings that the professional should attend? If so, in what capacity should that person attend? How often would they be required to attend?

A job description should be realistic. It should not be developed as an ideal in mind to which a professional can work towards, but rather something possible within the time contracted by parish and professional.

Every job description should be reviewe9 annually, particularly during the time of contract renewal.

