
PARISH:                                                                
TITLE:  Hispanic Coordinator
NAME:                                                                   
REPORTS TO:

DATE: 
GRADE:

The following list of major job duties and responsibilities does not necessarily represent any one job.  It is the compilation of the diversity of the job duties fulfilled by many people who have a similar job title to that of Hispanic Coordinator.   It is not an expectation that any one person necessarily fulfills all of these job duties.  It is also recognized that there may be elements of a job which are not included in the checklist.  Parishes are encouraged to create individual job descriptions, using these checklists as a normative guideline in this effort.

Position Purpose:

Works in conjunction with and at the direction of the Parochial Vicar to provide administrative supports to the Hispanic/Latino Communities at Parish. Acts as Pastor’s interpreter for communication with the Hispanic/Latino community as well as provides administrative assistance to the Parochial Vicars and Deacons assisting in the various events, ministries, and parish daily operations. Recruits and supervises volunteers needed to assist with clerical support, ministries, and leadership development. 
Direction:

Acts in collaboration with, the Pastor’s Assistant, Parochial Vicars and parish office staff for maintenance of records, report generation, written and verbal communication and interpretation to ensure the direction of the Parochial Vicar. Promotes a team environment through active participation in ongoing communications, demonstrates a positive attitude and mutual respect through adherence to established policies, procedures and protocols.  
Major Duties / Responsibilities
1. Provide administrative services to include sacramental record recording, record retention and certificate preparation for the Hispanic\Latino community.  
2. Assists in the reporting of quarterly and annual events and activities sponsored or participated in by the Hispanic community councils, commission, committees’, prayer groups and trainings.
3. Assures preparation of the weekly parish articles for the Hispanic community for publication in the Region wide Bulletin. Works in partnership with the Parish Secretary and Bulletin Editor to ensure weekly preparation and distribution of the regional Bulletin.  Reports all monies received or collected at the Hispanic Masses for report on the Weekly bulletin including but not limited to sacrificial giving and Annual Catholic Appeal participation. 
4. Acts as primary collector of all material fees (Sacramental and Faith Formation) special fund raisers and donation for the Missionaries.  
5.  Faith Formation / Liturgy Commission
Supports volunteers (leaders, teachers, coordinators) and Pastor’s delegate in the development and implementation of programs directed by the Pastor.
Enroll children in faith formation classes

· Collect tuition

· Forward collected funds to Parish Secretary for deposit

Assist Parochial Vicars, Deacons and/or other delegates to:
· Create class lists for teachers and provide assistance with program content as directed by the Pastor
· Prepare and distribute monthly schedules for Eucharist Ministers, Lectors, Altar servers and Ushers. Assist in training efforts by scheduling training and in-service opportunities.

· Assist in recruiting and support of Hispanic representation on the Parish Liturgy Commission.  Ensure the timely communication and coordination of Feast Day and Solemnities with all communities from Sacred Heart and the Regional Parishes

· Collect all required certifications and paperwork for participants and teachers/leaders. 
· Ensure all materials are available and ready for each program including schedule of classes, materials needed for instruction and/or retreat coordination needed. Be present on Saturday mornings to ensure all is open, ready and available for teachers and participants.
6. Sacramental Preparation
Enroll participants

Assist Parochial Vicars, Deacons and/or other delegates to:

· Create class lists for facilitators and provide assistance with program content as directed by the Pastor

· Collect all required certifications and paperwork for participants and teachers/leaders.
·  Ensure all materials are available and ready for each program including schedule of classes, materials needed for instruction and/or retreat coordination needed. Be present on Saturday mornings to ensure all is open, ready and available for teachers and participants.

· Assist in the communication and participation by the Hispanic community in all regional gatherings, events, sacramental celebrations and training.

Assist Parochial Vicars, Deacons and/or other delegates in cooperation with the Teams established to run the programs to:

· Schedule classes

· Set calendar of events for each fiscal year

· Promote consistent communication with the Pastor to ensure that programs/events support his vision and direction.
7. Maintains the Parish Database System to ensure the timely completion for all new Hispanic/Latino family registrations, making name/address changes, additions and deletions as needed.  Works in cooperation with the Parish Secretary for recruiting and training of volunteers to input the weekly sacrificial giving fund received. 

8. Recruits and trains volunteers to assist Parish Secretary as first point (Spanish speaking) of contact to callers and visitors needing assistance with various information regarding Mass times, Sacramental Preparation Programs, meetings with Pastor, Parochial Vicars, Deacons or others within the Regional Parish Staff.
Secondary Responsibilities:

 A.   Assists with answering telephone and greeting visitors and assisting them or 

referring those in need to social agencies when appropriate.
   B.
  Assists with records for key distribution and collection, for facility use to

include all Parish wide ministries.

C.   Assist with facility scheduling when needed. 

D.
   Coordinates volunteers as needed for parish administrative projects.

E.    Prepares letters, forms, and brochures and other correspondence, in Spanish for the office. Provides support for bulks mailings.

 F.    Other duties as assigned
_____________________________________
​​​​​​​​​​​​​​​​​​​______________

Hispanic Coordinator




Date

_____________________________________
__________

Supervisor





Date


