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

Tel. 253-272-5136   

PARISH: St. Leo Parish POSITION TITLE: Pastoral Assistant for  
    Music & Liturgy 

 
NAME: REPORTS TO: Pastoral Associate 

 
DATE: GRADE:    
 
 
I. POSITION PURPOSE 

 
Provides music for parish liturgies and other designated celebrations. 
Collaborates with the pastoral leader to provide quality liturgical celebrations 
and experiences for members of the parish. 

 
II. MAJOR DUTIES AND RESPONSIBILITIES 

 
1. Collaborates with the Pastoral Leader, staff, and consultative bodies in 

implementing the mission of the parish.   
2. Directs the parish worship programs.  Develops and organizes plans 

which respond to the parish worship and prayer needs and oversees the 
provision of quality sacramental and liturgical celebrations in 
collaboration with the presider.  The Pastoral Assistant for Liturgy 
oversees the planning, development, implementation and evaluation of 
both the Eucharist and sacramental celebrations of the parish. 

3. Assures that appropriate and quality music is provided for parish 
liturgies.  Selects music and recruits and schedules musicians for all 
Sunday and other major parish liturgies celebrations. 

4. Coordinates liturgical celebrations, special liturgies or paraliturgies 
scheduled throughout the year. Implements a comprehensive music and 
liturgy program, makes music selections, and schedules and oversees 
musicians in collaboration with the pastoral leader, presider, and other 
staff as appropriate. 

5. Directs the choir (s) of the parish.  Recruits, trains, and supports parish 
ministers of music, including the Cantor/leaders of song, choral groups, 
and instrumental ensembles.  Schedules practices and assures that 
accompanists and music are available. Fully participates in the 
integration of St. Leo and Sacred Heart parishes. 

6. Selects and develops participation aids for the assembly to encourage 
full, active, and conscious participation through singing. 

7. Serves as staff liaison to the Liturgy Commission.  Works with the 
Chairperson to create agenda, attend meetings and complete work as 
requested by the Commission and approved by the supervisor.  

8. Coordinates the work of the liturgy teams and committees, as well as the 
work of the various liturgical ministers, including presiders, lectors, 
Eucharist ministers, servers, musicians, sacristans, artists, ushers, and 
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others.  Recruits, screens, trains, and supports these ministers, assuring 
the completion of background checks as appropriate. 

9. Assures that adequate materials for worship are available. Oversees the 
purchase and supply of sacred vessels, vestments, and other liturgical 
supplies. 

10. Provides assistance to parishioners needing music for weddings and 
funerals.  Develops and maintains resource list for organists, soloists, 
and other musicians available to perform at these functions. 

11. Prepares and administers the Liturgy and Music budget as delegated by 
the pastoral leader.   

12. Ensures appropriate copyright permissions, use fees and licenses have 
been obtained for all material used in the music program 

13. Maintains a level of knowledge and skills required for the ministry.  This 
is accomplished by reading appropriate materials and attending 
workshops and conventions.  The Pastoral Assistant for Music and 
Liturgy also participates in regional, Archdiocesan and National 
Professional organizations, as approved and as appropriate. 

 
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, and ongoing liturgy and music 
integration. 

3. Experience or education that demonstrates a sound knowledge of 
Catholic faith and spirituality and the ability to share that faith and 
spirituality with the parish community through liturgy and music. 

4. Experience working or volunteering in music and liturgy 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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