Coordinator of Religious Education (CRE)
Saint Michael Parish, Kalida
Position: Coordinator of Religious Education


FLSA:
 Exempt
Reports to: Pastor
Part-time: 28 hours/week (eligible for benefits)




 
Effective date:
1 July 2026
General Summary:  
The Coordinator of Religious Education administers, designs, develops, directs, and evaluates the catechetical program at Saint Michael Parish, Kalida and provides leadership to assist the parish youth, young adults, and adults in building a solid foundation for spirituality, Catholic living, ministry, and outreach.
Essential Duties and Responsibilities: 

· Develops goals, objectives, and strategic vision for the religious education program at Saint Michael Parish, Kalida. Implements strategic planning for the future.
· Designs appropriate catechetical programs and curriculum for specific age groups based on Church documents.

· Ensures that multiple learning styles are engaged through the use of music, art, technology, etc. in the curriculum and classrooms.

· Recruits by personal invitation persons for both volunteer and paid positions in the religious education program.

· Trains, educates, and motivates volunteers and paid catechists for CCD program and other catechetical events.
· Facilitates the growth of personal faith, community, and professional competence among catechists by leading new teacher trainings, providing ongoing education opportunities, and facilitating regular staff meetings.

· Actively engages the parish community through daily interactions with parishioners and other people within the community, using regular means of parish communication to engage and update the parish regarding faith formation events and curriculum.
· Prepares an annul budget for catechetical activities. Leads fundraising efforts, as needed. Monitors, evaluates, and appropriately uses funds that have been designated by the Pastor for the religious education program.
· Registers families for the religious education and faith formation programs. Conducts family and parent meetings to discuss the responsibilities and impact of the programs. Provides resources and support for parents in their role as primary educators of their children.
· Supervises disciplinary procedures and assists teachers in classroom management and parental communication.

· Maintains organized and detailed records of program participants and catechists.
· Communicates and collaborates with catechists, families, parents, parish ministers, and other religious education coordinators.
· Obtains resources (AV, parish, library, textbooks, and liturgy materials) which complement the religious education efforts in the parish. Orders textbooks, teaching materials and other resources as needed.

· Plans and directs sessions for religious education and faith formation.

· Evaluates catechists annually.

· Participates in a positive and respectful manner in parish staff meetings.
· Participates in the liturgical life of the parish.

· Organizes CCD liturgies.
· Recruits and motivates students to actively participate in parish liturgical ministries, especially for weekend Masses.

· Implements diocesan policies and guidelines regarding religious education.

· Responds to requests for reports, surveys, and program evaluations.

· Attends diocesan workshops and programs for ongoing education.
· Serves as parish staff liaison to other youth formation events and programming (i.e. Sisterhood of the Saints, Vacation Bible School, Scouts, Little Lambs Preschool, etc.).

· Coordinates Catholic Youth Organization (CYO) activities.

· Develops individualized programs for parishioners with special religious education needs.

· Maintains a relationship with local school administrators and regularly communicates with them.

· Leads the parish latchkey afterschool youth formation program (i.e. billing, hiring, employee evaluation, parent communication, etc.).

· Teaches CCD classes, as needed.

· Organizes regular safety drills for students and educates teachers on safety procedures.

· Directs volunteers and catechists who provide catechetical formation for preschool and kindgarten aged children and their parents.

· Collaborates with the Youth Discipleship Coordinator in Confirmation preparation and the transition to Live Jesus high school CCD programming.
· Coordinates usage of educational facilities by various groups.

· Serves as Compliance Officer for diocesan Protecting Youth requirements.
· Performs other related duties as assigned by supervisor.
Knowledge, Skills, and Abilities Required
· Bachelor degree in Theology, Religious Education or a related field preferred.
· Strong administrative, organizational and leadership skills.
· Knowledge of contemporary Church documents, origins and development of the Church's teachings in scripture, theology, spirituality, and liturgy.
· Understands the partnership of family, parish community and catechists as essential agents in the catechetical process.
· Strong computer and technology skills.

· Ability to train catechists in technology use.

· Practicing Catholic in good standing with the Church and a registered member of a Catholic parish. The ability to respect, promote, accommodate, and not be in conflict with the mission, moral and social teachings, doctrines, and laws of the Roman Catholic faith.

· Ability to work evenings, weekends and flexible hours.

· Must successfully pass the required background check and all requirements of the Program for Child and Youth Protection prior to employment and maintain a satisfactory background check throughout employment.

LANGUAGE SKILLS 
Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or governmental regulations. Ability to write reports, business correspondence, and procedure manuals. Ability to effectively present information and respond to questions from groups of managers, clients, vendors, employees, and the general public.
MATHEMATICAL SKILLS 
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals. Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.

REASONING ABILITY 
Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to interpret an extensive variety of technical instructions in mathematical or diagram form and deal with several abstract and concrete variables.

PHYSICAL DEMANDS 
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to stand; walk; sit; use hands to finger, handle, or feel; reach with hands and arms; climb or balance; stoop, kneel, crouch, or crawl; and talk or hear. The employee must regularly lift and/or move up to 25 pounds. Specific vision abilities required by this job include close vision, distance vision, and ability to adjust focus.
WORKING CONDITIONS
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate. Position may require some evening and weekend hours.
Receipt and Acknowledgement
I acknowledge that I have been given a copy of this position description.  I have read it and understand it. I am responsible for complying with all job duties, requirements and responsibilities contained herein, and any subsequent revisions. 
This position description has been designed to indicate the general nature and level of work performed by employees within this classification.  It is not designed to contain or be interpreted as a comprehensive inventory of all duties, responsibilities and qualifications required of employees assigned to this job. 
I understand and agree that the position description is presented as a matter of information only, and is not to be construed as a contract between Saint Michael Parish and its employees.
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