DIOCESE OF TUCSON 

(Name of Parish)
JOB DESCRIPTION
Job Title: Sacristan  

                



Exemption Status:  Non-Exempt
Department/Location:  Roman Catholic Parish 
Primary Function:  Under the direction of the pastor or other assigned supervisor, is responsible for preparation for daily, Sunday, and other liturgical celebrations of the Church. 
Essential Duties and Responsibilities: 

· Support the Church’s spiritual and pastoral mission
· Prepare the Church and the sanctuary for liturgy or sacraments including the opening and closing of the facilities 

· Set up objects, vessels and vestments; return to their proper place after liturgy

· Welcome ministers and visiting Priests; participate in rites as requested 

· Maintain vestments, linens, and other articles in clean and usable condition

· Maintain an inventory of vessels and other Church items such as wine, bread, candles, charcoal and incense

· Prepare all liturgical materials necessary including lectionary, sacramentary, and other ritual books
· Maintain the Church complex; report need for repairs as necessary  

· Maintain confidentiality on all diocesan matters including sensitive personnel and diocesan business information 
· Perform other duties as assigned

Physical/Mental Requirements:  Requires coordination and manual dexterity, normal mental and visual ability; ability to lift a minimum of 45 lbs.   
Required Activities:  Walking, sitting, standing, kneeling, stooping, reaching, talking, handling, hearing, and carrying.  
Basic Qualifications: 
· Must have a working knowledge of and a strong commitment to the mission of the Diocese and Catholic Church; be in full communion with the Church 
· Excellent communications skills, verbal and written; excellent human relations and interpersonal skills

· Exercise courtesy to fellow employees, parishioners, and the general public

· Must be a self-starter; well organized; perform multiple tasks simultaneously and work with a sense of urgency

· Ability to maintain confidentiality

· Ability to work collaboratively in a team environment; punctuality is a must at all times; weekend and overtime work may be required 
· Proficiency in computer technology to include word-processing
· Professional bearing; clean and neat personal appearance  

· Ability to successfully pass a background, criminal history, and credit history check.

· Working knowledge of Sacristan requirements including a knowledge of liturgical terms and documents as needed for each ceremony

Education and Experience:
· High school graduate or equivalent education

· Academic or experiential knowledge of liturgical ministry and its function in the Catholic Church 

· Knowledge of the Liturgy of the Roman Catholic Church and pertinent Church documents in accord with liturgical reforms of the Second Vatican Council 
Other Skills and Abilities:

· Bi-lingual (English/Spanish) preferred
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