
 ST.  LEO PARISH 
710 13th Street - Tacoma, Washington 98405 

Tel. 253-272-5136   

PARISH: St. Leo Parish TITLE: Pastoral Assistant Faith 
Formation 

Name: REPORTS TO: Pastoral Associate 
Date: Grade:  
 
 

I.   POSITION PURPOSE 
 

Develops, implements and directs Faith Formation Programs for 
preschool, elementary, junior high, senior high students and adults.   

  
 
II.   ESSENTIAL DUTIES AND RESPONSIBILITIES 

 
In collaboration with Pastoral Leaders, the Faith Formation Team, and 
consultative bodies of the parish implement the mission of the parish.\ 

 
1. Assures the development and implementation of a comprehensive plan 

for faith formation for all age levels, as delegated by the pastoral leader 
2. Directs the Sacramental Preparation programs (RCIA, Infant Baptism, 

Children’s Sacraments, Adult Confirmation, Eucharist, Reconciliation) 
3. Recruits, leads, and supports adult parishioners to form ministry teams 

which includes Catechesis of the Good Shepard (CGS) catechists, and 
support volunteers who take an active role in children’s ministry. 

4. Engages in the preparation of CGS candidates to receive the 
Sacrament of Communion.   

5. Facilitates Children’s’ involvement in Parish and community life by 
organizing events that help children develop a wider sense of 
belonging.  

6. Maintains a safe, nurturing, faith-filled environment where children and 
youth preparing for sacraments may discern God’s call to them in a 
manner that is developmentally and culturally appropriate.  

7. Serves as staff liaison to the Faith Formation Commission.  Works with 
the Chairperson to create agenda, attend meetings and implement 
programs in support of faith formation (parents’ group, adult fellowship 
groups, marriage preparation, children and youth programs, special 
event, workshops etc.). 

8. Manages the faith formation office, supervises youth minister and other 
staff members performing faith formation activities or offering 
administrative support for activities. 

9. Effectively communicates with parents and godparents to facilitate 
active participation in the preparation for and celebration of sacraments 
for children.  

10. Supports the diversity of the St. Leo/Sacred Heart communities by 
creating an open and welcoming environment that supports difference 
and empowers diverse individuals and families. 
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11. Develops and administers budget for faith formation and assures 
appropriate purchase and allocation of equipment and materials.  

12. Other duties and responsibilities as assigned. 
 
III.   DESIRED QUALIFICATIONS 
 

1. A Catholic rooted in an open-minded spirituality and active 
membership in a Catholic community. 

2. Commitment to his/her own spiritual growth relying on the gifts from 
the parish community’s own commitments to Ignatian Spirituality, 
Catholic Social Teaching, service to the poor, Catechesis of the Good 
Shepherd, and ongoing adult religious formation. 

3. Experience or education that demonstrates a sound knowledge of 
Catholic faith and spirituality and the ability to share that faith and 
spirituality with children, youth and adults through catechesis, prayer, 
and practice. 

4. Experience working or volunteering in children’s or youth ministry, 
middle or high school education, and/or social development programs 
with children, youth and adults. 

5. Experience in recruiting, orienting, training, and supporting volunteers.  
6. Strong verbal and written communication skills and proficiency in 

ethical and educational use of social media. 
7. Ability to communicate in Spanish at a basic level.  
8. Ability to solve problems, make sound decisions, and organize events.  

 
 
 
 
APPROVED: 
 
NAME:  ___________________________   DATE:  _______________ 
 
 
 
SUPERVISOR: _____________________   DATE: _______________ 
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